Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6

- BEST COPY

AVAILABLE

—trreve o R T 2 O T O O T e T R D P T O OO O IR OO 20U TSRO0 TS



Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6

TAB

Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6



Approved For Rggease 2007/03/01 : CIA-RDP74-00005~30200150001-6

CORRESPONDENCE HANDBOOK
August 1963

Revised

‘. 25X1

B W W e o e O o O O PN Ly (P iy

Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6 e



—ed For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6 ‘

y _ — f-._- :_.. ) 1,“ _'..i;l‘__,w P . Iy s (3} -~
F'-) "Lf..'-' b \:'\ * ) ,.:j _: . —-. _:.' . ..... ‘-.- "Z l,‘. "‘J !i i )
i — | CoNTBEATS

- Z. Tl ot

[ . Memorandums - wﬁ#’““‘(’mw”
: _ ﬂ correspondence forﬁﬂaii&
' o ﬁ,m&cntgm%e - - -
S (Timema - o -
M R d\genda jand mnnteloéM-ldwr— .
;_(/‘" A )'\ /17 sziew, Concurrences, Ap:lt:-ova:l.bﬂ'ﬂ—’LS‘rdaAWL e U .

| "‘3..2.§‘°r 4 - 'JX ﬁ"’l&a ond-Maidéng: -
'\ A |
o l.i-d. B :X Addressing m&Fm\cﬁi’_ |

T MY e XTI anq_n Aub«l-w Saf f""';. '-Clrl: 0. -" Yo
. N.:;:\‘ . _‘,._f\f" m-uumbling Sad rorwudinaj\zg;\:*&:nn&g&k-
- Index N

-

. ' []
! . 25X1
] .
L i
. .
N ~ [
: o™ Y K '[{ ke
pr Y A g TR sk
-t Ton e, A : '
- ER I -
.".\. .‘.\.'1. :,;,-\.J'.\ ~.
~ S ¥
AR T R |
v"‘.e"é v "__','." \ A
F S 3 - . -
’” Ly v '.'._..“' - :
(':i AN v
TS .
[ [}
1
¢

! | i

Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6



Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6

RECORDS AND CORRESPONDENCE HHB T70-3

FOREWORD

Rescission: HB 42-100-1

<—Thie handbook ;"it pﬂ?ared for use by secretaries, stenographers,
and f,ypists to speed up the preparation end handling of correspondence,

~and will be used as s training guide for new personnel.

/\f-—ﬂ’ Adherence to the standard format and uniform appearance pre-
scribed herein will incresse correspondence efficiency. Where special
types of Csw 'a'"@w’i ’f‘hé’.;ei required, special instructions will govern -
their prepaxration.

~ All personnel who prepare or process correspondence will find
socme portion of the handbook of interest. Writers also may find some
¢hapters helpful.

The handboock i1s wnclassified.

DISTRIBUTION: AB
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N
\

/ This %nﬁbook is prepared for use by secretaries, stenographers, and typists

N\
to speed up the preparation and handl:lng of correspondence', (Tlters and \
/,..\

\ -
) . revieyers-of- correspondence way also find portions of the ﬁsnd‘book
) v

|
i
st ..1_ —-r”t /'

s S~ in—the_preparation oi'—correspondence. The Kanﬁbook is unclassified fand

( may-eho:be,‘used as a training guide i’or nev ;personnel. m_"w _ ,.....-f/

-t
- . e

L S — [P E

- o el L e L o

] 57, ThéSfandbook =

- provides standard practices and procedures for preparing
letters, wemorandums, reports » minutes, and agenda.

-~ describes forms used a!'er assembling and forwarding cor-
respondence.

= lists the types oi' stationery and envelopes a’vaila'ble.x preSe”

Lyen t&v Aa-u"Mf o~
fao"utiines Ez_b\esic1 number and types of copieaﬂ,to be-used—l
4a prepar eorrespondence. .

- contains a section on forms of address and salutations.

- d{discusses the top, secret procedure as it relates to cor-
respondence. AR

- includes examples and exhibits 3(tfin each section to
11lustrate the procedures described.,

ff ¢ c:'f [T O l—s—'\—
= covers review, approval, and concurrence fextures-in'the
-handling.-of correspondence. .

\A' ‘change-to the modified block style is introduced in this’ Heno.book. Its ‘ £
adoption for all ]:etters'a'nd-memorandms, except'for' letters prepared for |
the signature of the DCI and the DDCI, will esta‘blish a uni’orm style and.

appearance for Agency cor_respondence. By following these uniform practices

1t is possible to eliminste confusion and to speed up the flow of corres- .
pondence.” .
ferised.:

XERO ) XERO ! "XERD 4
mcorY L.‘ e e e 8 ey .
. . .

ax’
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,

i ;). An awtional section on punctuation, capitalization, abbreviations s and

! n "\ division of words will be issued as a supplement&’ to this ’Bandbook ta-an-
i o ‘ P L
/ L efEors to make it a more complete reference and guide for-ita usera.
7 The ﬁam!book is in 1oos_e_-_-3.‘e_g‘gg_m to allow for insertions, changes, or
et Je FJM"'L@&-G&\ A—‘L%C: Lo p-onie )
supplemental .‘..nstructiop, Eeveloped at the of_ﬁ&/lev/ele} The user is

cautioned, however, that the insertion of clasaiﬂed mstructions -DY-Opet=..
IR Ry ¥
ahgeml vill autouaticaliyihss—iﬁ-*bhe #andbook(r“ z'um‘._@ R,
Ll- M"—"t‘u -'G

L et M» -/64 e ;%z#;;. (‘Uu’ﬂ u.p <3 ) ' ' ”
: //(.’C*\'J ﬂt/\-u 2— - : —_ : e o

. XERD " TRTTIRr ""‘iERé R e T LY P L W Simprospemiaei s et A x:
HP 2 [ SR E r'copy " ; oy co'pv! g <
L . ) : iy i 3 o
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RECOR3S 44 comsrmcn«as.m  4EB T0-3

'._)..

CHMTER T : o |

Ja UsSE

Letters are used for correspondence with &maea-outeide the Govermment

rutasdle CIA
and for formal correepondenee with (officials Govermen Agenedos. The

£
letter forwat -ikvii-l be- used for correspondence adﬂreeeed to:
Meubers of Congress
The Executive Office of the President:

. Other Govermment agencies or their officials,
! except where informality is appropriate

! ' Private individusls and organizations

5. ‘8. SPATIONERY

Lo re. ane
Agency eernupondeme-—:ts prepered on letterhead or p:l.ein ‘bond paper.

Three types of letterhead are available:

Do tlena
-, CIA head d for
exnegb::ri:b :.n; . eorre-pen!ec:ee sent outside the &gency,

Q WI-[L‘- ﬂh*\*""“n

b, CIA letterhead Office of the D:l.rector) for eerrespondence requiring “. ..

Hfusignature Of m M U Eve Do chiy = Lﬂ"-w,a.f._c-f&.m.

C. CIA I.etterhead (Office of_the Deputy mncw) for ,CL#(',\;L
requirinsﬁtgmture of mx!I pongEnee” ,\tr?-

Letterhead t:lssuee to correspond with the above for courtesy cop:lel/
Flain letterex tissuss for extra eop:lee/

Y.

| Yellow letterex tissue for,officisl copyy

Pink, blue and green letterex tissues for special file copies/
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{ #. wnmER OF COPIES
Prepare a courtes:r copy for gemborl of congress, members of the Supreme

i .oud'l

cout,\f.ppf officials at the White Kouse)and for au7addrelsee who has in-

dicated 8 ued for a copy. a
Mot copibnd eemmrrbleirt f"'@ﬁ‘”"

1l rhead tissua gtcourtesy cqpy n.—bwa-/? ' : NPEUE
7 (Amu) cS) 1 )4 - %: :?| i ‘-‘?:'-“.‘“
« :I.Lwh:lte tissug:—& information copy 11:‘ meeuary o ‘lm,,.-’ "-"\=\
LI G C
1 yellow tissue-fyh officlal file copy ' : &ﬂw‘g_‘_»."’( U‘

L
) 1 vhite t:lssue.f for signing official if crr:le:lnl Tile copy/‘to.be
oo o~ retained -elsevhere

\’ W v"" 2 white tissues /' if signing orﬂc:lal uﬂ"ncr or his-deputies a 'D:r..h'.hm :

31 JW eophcﬁucded LY

7 d¢. MARGINS
Thé finished letter should have a well-'balanced appearance. Allow at’ :
least A mh*for the left and right margins, and for the margin at the

bottom of the page. J J,"’T,\ :
g ,‘.e !
i v ohié it Tt |
Ietter le , Side lhrﬂ_n_s‘k' \BEee for Iextﬁt'
SHORT, up to 10 lines 1% to 2 inches (18 to S\tohincha/
. 24 spaces) (60 %o 8. lpaeel)
MEDIUM, 10 to 20 lines 1to1§1mhas(]2to 6t05\‘mchel :
18 spaces) (72 té 60~spaces) .
N Amdg
LONG, 20A11ml and—up- 1 inch (12 spaces) 6 échal \\
e e mees) -

# 1 inch equals 12 spaces in elite WQ»&—J_,T.‘ »-e-\_.,.,..h!h%_ 7‘£,L 7 }.
r o .

_g,;,y ,\"‘(
VO

ot

LU~ 1

- e -t
XERO} - . XERG:

.o xERé EEA ' ¥
me e e — — r "1 ) g ) r“-—’* ! i - ﬁ
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¥ 9. DATE g
m is dated| ]vg':hd ;cﬁz{)on vhich 18 is signed. Ouit the
date on a letter that will be signed in another office. When,d:te is to -
be included, typeti:rﬁete-tvoto six spaces below the last line of the
address in the letterhead, depending ox;tl;‘.ength ofﬁetter. Type the date
to end flush ﬂthﬂright 2emd wargin. The date is expressed by day, womth,

and year without punctuation$3 June 196;

9 ¢. REFERENCE LINES
‘ 22
a. If reference aaee—en/Lmeded, type "In reply refer to:" in upper
right of the page, two spaces below the date lins. Iwmediately below,
type the reference symbol. (. g /r'E-'-U'-‘- ’)
m .
b. If,addressee’'s reference is to be included, type "Your reference:"

A
two spaces below the date line or two spaces belowAeendeﬂ reference.
Example: N 3 June 1963 _
In reply refer to:
T 5/20

Your reference:

3 7. semcua, Nemva sz * [NUETIONS Far Mgt - 4

Instructions for mailing, such as ATRMATL, SPECIAL TELIVERY, CERTIFIED, or 'M;i‘uu

o
%

o 1,. REGISTERED, are noted on the face of the 1etter only when 1t is known that ’i‘*” pay il -E
""" ’ agume ol ny Py 2 L€ e thom, o ‘-"h '
- 2R ‘.4. [therwn:t be-cbserved- bgthe,tma:llroon/\ Type or stamp special malling in- ,M--‘i ( _{..‘ﬂf

n“ BV (ol —ﬂf‘
etru%tione at the left margin, 12 lines from the top of the page_:szgm- ;.:

?SW?

P

»15,, designation may-be- placeﬂ lower on the page if the letter is brief. When ,:,\;.« Tt

u.ll-
?Jip \4,__“, P S oy vaedow Lo Sutney hfeﬂw (‘_ o
e 1 o uore than one Aaerr.u—is—requeeted,—&rransc-th&-&meﬁm continuously .- f{.f." .

qn

&“‘ on & line, separating them with dashes. Example:
ATRMAIL--SPECIAL DELIVERY

ﬂcsﬂa F“"m"‘T
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fefite,
. ng.v
// 8. ADDRESS : L
# S 2. el -1
Type the address at the left mrgin, lhunesrreuthatopofthe_pags.. é}'}"‘?'?“"\'
7 F FAPE Sy NS r/l"k :'.._:_.L_ap ! I' ‘:f} l"’
]

See ddress for proper t:ltles, aalutations and coupli- R ¢
; e — e - b e
\ﬁ@_m}@n&h-mﬁeo the address and arrange it in block aE‘le\ W

/I( Mthnpreparingaletterto‘bc,iusdinaﬁndowenwlope,besm t

information other than the address appears in the window area’\ ¥o line “-l"‘"’;"'i‘t;fj; |

{-ﬁﬁ ORE,

of an adaresa ahould be longer thaﬂlf?{nc/hal. When runover 1ines are Y X4 .
Jor®?

required, indent 2 spaces from the left wargin. I.iuit the address ‘o 7444 .

lines. Example:

Mr. John L. Rover

Chairman, Geological Professional
Association of the United States

151 Rorth Pike Place

Billings, Montana -

|-9. ATEENTION LINE ' e
9 a%ehom R
snittention” 1ine should be svolded. When it is ma, type "Attenmtion:"

two lines below the address, flush with the left u:g:ln} /--Lm%_,. ( J-'f/ 1 -

[ Lo )
- '9—{;,:? oo
{3207 SALUTATION -
Flace the salutation ¥wo lines below the address or attention 1'.I.ne, e e | 2 5X1
ueed, Type the salutation flush with the left margin and follow 'by a J
colon. The salutation is directed to the addressee of the letter, not to . :
‘ E
the person named in the *Attention™ line.
\,\)LA‘ A b"‘{
.Cf.\-
Y Su
:3,&,(; r’a
i ¥
=B é
iRl R — S - T e B
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):,f -3, BOJY OF LETTER
'-v" ‘ '.l‘heF ﬂ.edfblock style is used ﬁ;emw
a. Begin two lines below the lalubation)ﬂush with the left wargin.
Begin each paragraph flush with the left margin. Single space the body
of the letter;. double space between paragraphs. . Short letters of ons
peragraph should be double spaced. Do not mumber paragraphs in a letter.:

’fﬂu MJ-CL I"“ ﬂ'.‘q
b mn,\there—tmed to break the paragraphs mto subparagraphs, thevlf_
f

_’-.,\s-‘,{‘ \ _amits are indented and designated by mmbers and letters’as 1, s, (L),
[y 2o
‘k_“f' -/ tiomal four spaces, . The second and succeeding lines of,'-tho"‘pragraph
{ w10
extend from the left to the right margin. (See 'mﬂ-bﬁax)

c. A short guotation of less than two lines is run into the text apd

enclosed by quotaw

1% longer quotation is blocked five spaces from the left and right
umergins of the taxt. Quotation warks are omitted.

| S 2. SUCCEEDING PAGES

> '
Type the second and succeeding pages on plain paper. Begin sbout ;—Tinel
from the top. At least two linas of the last paragraph are carried over
to the succeeding méej'm so that the signature will not be-
come separated from the text. The first page is not numbered. Subsequent
pages are numberei by‘centering the number ore-half inch froz the bottom

of the page.

:51»—-

.- . .A
¥ero) ‘XERO, jXERG:

(a)@3. REach progressive subdivision of a paragraph is indented an addi,{. .

ﬂeonv E - i COPY ) ,._,,.1- — rrvw-q 2 *
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. 33. COMPLIMENTARY CLOSE
Type the compliwentary close two 11nes below the last yarugraph 'beginning

to the right of the center of the page. The eomplimentary close "Sin- '
bl Lo Hang

_ _cerely, w13l be used on € mandencrprepared for the signature of the

u—u..-_ e ompaiain ., o

” ) "":’r\—'e‘ - aIMM-—-t.,

p6f. (Gthe C_\mr\ms-’a:listed in,Hae_gortlon-of-the—hantbok- Forus o)
'Q-’P"““""; Pkd 71 ». _',

17

[8

-also vary according to the person sign:l_s

-ponﬂmo-)\‘."""““ S ——————
3. SIGRATURE AND TITLE
fow nelecton
Type the nawe of the signer five lines below and cente ﬂ.th—mpeet to
the complimentary close. Center the official's t:l.tle impediate 'below ' .»_- :
o f\. fed ll\f 3 Q"‘”"T T
his nawe. If a runover line occurs in the t:l‘bla,[imhnt the line two & WW,@:’:&
: L‘ { .- [P
spaces. The official's pame and title are typed in initial caps only. ik "U,'
Example: . | _
stneralyfiine,  (aes Por i)
I. Will Bigne :
Chief, Genesral Division
15. ENCLOSURES

a. If an enclosure :Ls jdentified in the texl:, type the word "Enclosure® _
flush with left margin, tvo lines below the signer's title. IfA‘b‘o";emthnn
one en::losn:lre,/‘ft‘?iseI ﬁuﬁl-ffm -and mmber_, é-, g ) “Ewczeo*im% 2.
Al _ IR T
b. ItAenclosure i3 not identi’ied in the text, type "Enclosure(s):" flush /\,‘w"i__":\;'
ESR oS

vith, 7"4ert wargin and tvo lines below the signer's title. Tmsedlately be- ;‘"_‘ ',,t:’

low, indent two spaces amd li.st each enclosure by title or in as few words s }.

v

'
LY
£

as needed to identify the mate:::l.al. : :

=5 =

QL Py

] —

— nggseﬂ' ‘rw‘v“ggggu X B . -@é‘g
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, /ié- DISTRIBUTION
teleon.
pilet e VWhen copies of a letter are sent to persons other than the add.ressee, ,\i.n-
S bl it A
_ .,.J*: oc” diea'be&'by typing "ce:" flush vithaleft margin, two lines below the pre-
b A ding motation. Iist the nawes one below the other. The distribution
w’h&-‘-—"' 1} -
g ” ¥ giben-HooHrrar gttt abpeel :
Dt of tha origiml and} ggpies/\is shown separately under the vord "Dis-
ribub:l.on" only on copies retained in the
t&wtgiml,and—copiem@mple:_)v )
. \_____ s
ce: Director, Bureau orABudget
District GCovermment e B Lot
' H’ﬂ- e 'l i
.| Distribution: z;n«:rflﬂ Btk t
Original and Aﬂdreslee :

et - I/~ e gope
4 ahef o 1 - Registry (with; ‘bas:le) } ”A)«A‘"
e Wl‘li:;‘ 1 < chrono. '
e eRiae?
-y, = e
i o33 . IDENTIFICATION OF CRIGINATING OFFICE

The offieisl symwbol of the originating office, the initials and last name

of the originating officer, the initials of the typist, and the date of

y ™~ J{___

preparation vl-LL—bo. typed at the left marg:ln two _{nnas below the last
- 4 typed linej. !['hesﬂ are typed on the carbons onJy They never aprear on
R bq the originsl ard courtesy capy. Example:
PRATE OP/RTB:FMBrown:lmn{date)
i.‘_- l_.'fi z f‘- I .‘}! '\.\“

iy P L

Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6

ce When naterial is to.'be sent under separate cover, type "Separate
s

cover:" flush withﬁleft margin, two 1:I.nes belowAsignar's titla or any

"Enclosure” notation. Iist the material, even :ld.enbi.ﬁed in the

text,and send a copy of the letter with the mater:lal.

.——

-XERQ ;
e - mcopym- . F . _. TCOF\'*
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! . ) .
. gi-—lﬁ' OIASSD.‘IGATIONM Mkw’,

.,:j\""_; « The chuiﬁeation%and any control warkings are stamped in accordance with -
f- .

Asl! )
1and ‘:‘r scurdity-Regulations+—
s
z 92-19: ASSEMBLING AND FORWARDING CORRESPONDENCE

7 a¥en X,
\ See led Assembling and F rding.
2315, Cravieed
" Coond
ey . )
g XERG | ‘XERO1 . . .
«fopvﬁ— . m“ﬁ‘v por N . ‘— oy ) .'- coPY H_.

- 25X1

%,
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(CIA LETTERHEAD)

1 June 1963

In reply refer to:
Mgt - Cor

The Correspondence lbnaéement Association -
132 Main Street ; o I
Boston, Massachusetts Zr i o)

Attention: Mr. C. W. Letteriter /a,-u{t;'-a&;
Gentlewen: |

Here 1s an example of a ome-paragraph letter of few-
er than 10 lines. Side margins for letters of this
length may vary from 1} inches to 2 inches; hence
the writing line way vary from 60 to L8 typing -
spaces. The body is double spaced. Other parts «(');JJ-“""
are single spaced, with double spaces be‘l_:wegn them.

Sincerely yours,

Director, Correspondence
Manual Division

Enclosure:
_Sslected Ualted States Govermment
-7 Fiblications, 1959, Xo. 9

H i

: P
F:{‘,_- :.dl-_t.— ‘ :
Exhihdd i~ nouble-,épacea Letter

-

FOIAB3B

/"

—---~-~-,-qés=é“-'n--1. -y e o
:'\- = . .:. L, - > ,]'
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(CIA LETTERHEAD)
5 June 1963

Miss Ura Steno

Bational Resources Commission 3.

wa'h’.mi%, Do‘m. 22805
Dear Miss Steno:
This manual is a guide to standard practices in Govermment correspondence.

These practices, assembled by some of Goverrment's best technicians, give -

Government letters uniform and distinctive character. _
The wanual is divided into four parts. The first helps you to prepare .

comzunications written from rerson to person., They may be formal letter '

or inforwal wemorandums, ‘The second part contains information on how

to asserble a file and what materials to use for routing correspondence.
The third part,/ tells you how to punctuste, to capitalize, and even to
write a legal citation. The last part, not so often used as the other
parts, guides you in Preparing special documents, such as reports, pro-
posed legislation, end wmaterials for the Federal Register. With these
four parte, the manual should answer most of your questions about format

and style and should ensble you to work more easily, o lim: oL s

Please feel free to supplement the wanual with specific rules that apply
to your Job. Keep it on Jour desk et all times. Use it often. By using

your work is set up in Proper style,

Sincerely yours,

"~ (Miss) Hedda Gruppe
Chief, Employee Relations Division

o

. y
ymy )'?.w‘\-(? 2 5a»-6«€v-mfub&}0m~ Fa-‘;f L fen

: Mﬁiﬁﬂ*ﬁiﬁt&%t .

o, {xerO

"XER
(ISP copP .
re— ...ncop_v,..__,..,’ - " F T = ¢ v.!
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(CIA IETTERHEAD)

(date when sigoed)

Nawe of Compeny or Organization
Street Address
City, State, ZIP number

Attention: HRame
Gentlewen:

Q_' .
This is an example of 4he letter addressed to a cowpany or en organiza-
tion for the attention of an individual. If the letter is for the '
attention of a divisicn or section of the organization, the neme of the
division or section is written in the place of 448! individual's name. .
The attention line is inserted on the second line belaw the adfiress and
two lines above the salutation.

Paragraphs are blocked. They are not numbered as in e memorandum. The
first paragraph begins on the second line below the salutation. When
there 1s reason to dreak the peragraphs into subparagraphs, the units uy
be indented and numbered.

1. A paragraph is begun near the end of the page only if there is
space for two or more lines on that page. A paragraph is continued on
the following prage only if two or more lines can be carried over to that
page. Do not subdivide a word between pages.

2. Each progressive subdivision of a paragrarh is indented an addi- S
tional four spaces. The second and succeeding lines of all paragraphs, ol e

except long quoted passages, extend from the left to the right wargin. Vi

| N k
odep [w A E A S
The complizentary close is ususlly "Sincerely yourac) It begins apprcm?: N T

-mately-in the center of the page, two lines below the last line of the
body of_ the letter.

e b ,r-cf —

The,‘name of the official signirg the letter 13%3«1 five lines below and

~oentered iith reintion.to the complicentary close. The title and organi- :‘

zational elewent are centered tnder the nawe, If two lines are required 7w ot
for the title, the second line'$Fill-be centered_ below the first. "’.._' e

After the originzl ard outgoing copies of a letter are removed from the -
tyrewriter, neg_ded information is added to copies rewaining in the ageney.

L.

T.gwar 3 ! ~ld-
ExadbitI3>Two-page let ter

T,
3 XERO"

e By
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At the left margin may be a list of "ce" addressees. The last entry,
except for a possible postscript; is the identification of the preparing
office, the name of the writer, the initials of the typist, and the date -

of typing. If the letter is rewritten, the seme type of information is
repeated after the word "Rewritten."

Sincerely yours,

: . :—#"";Ii:ll"/

SN : , Abel Riter = o

y o - . Director, Management Office o
Ak .

<1/ Enclosures o¥
Correspondence Manual
Tips on Typing

_.H Separate cover:*
Corresponience Manual--50 coples

Af cc:® 3, Jones’
D. Smith
R. Roe

-2/ Distributions T
Orig. - Addressee
1 - Signer
1 - File (with 'bas:l.e)
1 - For separate cover
x = As required

g/ DDX/MO:ARLter:tuv(l June 63)*'*

1 ,,.'a eﬁ*ﬂ.‘yped on all copies retained in CIA. Typed on the original, the courtesy \'éf
copy, and external CIA information copies if dictator so desires. &9 b ‘A
y Vs kT
.a} Typed only on all copies retained in CIA. \,, L
- ' I
L ,-/h - - J— - - - - - -\? - . -/- - - tw - —..,( - = - - - - . e - ‘_‘ﬂi
VAR o ol sl - =
- v e
Extvibit hI1ast Page of the File Copy of a Letter . .
/Y
- - . " : ."’ /
néssé'}“. B — e o &
™ T . - H - F
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b

s

! 1 June 1963
1% 1ines

! ' Jo reply refer tos,
‘: Cpe e . ) C e a f 'l,,-'?P'D'!x-3I
ATR YATL~-CERTTIFIED. '

Jour ‘references
Friends Secretarial and Correspondence

¢/ ,CorMan<A
Praining Schools, Incorporated T
1112 St. Albans Street
Reading, Pennsylvania
Astapaons’ M. 5. 8. Buth,
Gentlemen: o
cey g FAmRAAL L e,
/St,:bje,ct: /—E::hib‘.lt from Cérrespondence ‘Manusl .showing: fadddrad /format
[ Y7 P ".,"'I.-I'./',,.",-rlf‘,7/!".’ Foq
Government letfers’ ; / Ford . :
R A Y o : -L@U-‘\L
8w )
'.l‘h:ls{ﬁhﬁ.bi—t shows the lay but of a Goverrment letter. Nofletter.is
1l inch

1likely to contain as wany parts as are included here, The)exTtbit is
——~—> intended as an sll-inclusive format from which
cular letter are selected.

. 1 ineh
rarts needed for a parti- e e e

On all letters, the address b_e_g_n_q__:l_.!}_}iqeg_ggg_m,_:bm__gr__ the page.

With the address so placed, the letter can be sent in'a window envelope. -->: _LI
Ttews that follow the address, including the body of the letter, are et B
moved up 2 1lines each time an unneeded item is owitted. Lo,
Sincerely yours,
5{1ines
N FOIAB3B
...'v""' _ - Director, Federal Management -
LT n Division
P T - 2 lines |
..: .,I-]r_-th ,E’ncloaure%z L . :r_....'....._......._...._... R
- "." Correspondence Mamual . , ) .
- The ‘Seven Keys to'Better Faster Typing
Seperate covers - . L, L
" _United States Covernment Printing Office
7 TStylewmwl - . 7 il
B . . . . . . . MBY not - /// ’;’I/!,l
-"-"","‘f.b':'."f': _ees - Praining Officer o : be needed ‘777"
¢ ;-i-JL-'_“'-.L : Public Infcrmation Officer - :
A o On Agency ~—---=:iT
= ::Fm[@:l:dea(_date)' o . coples only- -~ :
1 inch ~39 ' o
. "@.,-i P l . Eﬁ’iﬁh R o |
o FolABE | Do 5.5 Modified Block :

Vi : | /5“

2
]

XERG | XERO i xEeno e e men x
ﬂgg:ek‘ movene s e SOPY L . _ W r—w-——u’ coPY a - — e Ej’ ¢
LN B . | - .-! . . . , 2
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,~ ~CORRESPONDENCE H/XIBOOK: - - : /BB 70-3

- P {oJ1L ) MEMORANDUMS
IJ: ’
> ),JS '
Memorandums are used for informal eorrespondence w.l.thi.n and between Feder-.

al agencies, The memoranﬂ.m romat% be used for co:rrespondins with:

Agency personnel

Other Government agencies (if informality is appropriate) .

. Loreeeat whte
The President of the United States,jcertain circumstances may require
a letter'j J. A .

;;)_4 ~2. STATIONERY _ e

h Y (

5 . Use CIA JArEraERD, for CTA ﬁattcrheaa }(oeesce of the Director or V3,
Deputy D:lrector) ata*b‘.toner-y vhen addressing the President of the Uh:l.ted
States and other Govermment agencies if correspondence is to be in memo-

randum £Orm i ‘\ \LMJFwwM 1D ta At M—e-,ﬁ

b. Use PIAIN Bmm vhen addressing the mrector, Deputy Director of central
= Caeinn{fee
Intelligence, Executive D:lrectoz, thi'e Deputy Directors of—-eseh—eoupcm.mr.,

and for miltiple addressees,

\ kﬂ o (:FL%.{IN b)}

ERNMEN NORANDUM, internelly in CIA
,,;“’?‘1-“:-;‘ ¥’ ot ‘.'. < u rtfru"f.-' K tor N e’\L‘U\:

,b. ,.F.ay alsg be used for informel correspondence withl\rederal
\\

5T
i

}} 7 agencies. HWE

e

Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6
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,
. ]\Lc. E
d. Use Form 1132, & MEYCRANDUM o3 oﬁfy’m’&mﬁ to recard conversatioms g
’ / e T
_‘_": . with officials cutside the Agency vhepever the I:CI&, I,//(or a Deputy
Vi Director is a participant :ln(or\'bho conversatioa is of sufficient iwport-
ance to be brought to the:lr attention. '
m N
;- e. Use plainbondfor,\:n MORAND FOB;)HERECORDtOI'ecord important _
';':'o" | conversations, data.or events when use of Form 1132 or’other form of rec-
\;ij‘\ ' l ! .
‘l» \_ ord is not appropriate. .
i e~ (Framer; ' i "~
» £y 7 l. & o
f. 09341831)1 SPEED I.}‘.:EI.‘EE! a three-part form, for simpﬁfiet! infor- e ; '
""t suleg é.:-"-'* o
mal cmrmications within« {—-{Agem'r or to domestic field stations, :"/f’a ‘,w\,
R S < '::\-'e
R g
4 'j/ﬁ— f}‘g}(a o .
4\« COPIES REQUIRED RNk
. n‘, 4
Copies should. be kept to a winimum. Each addressee should be given a copy ’? '\. -,
Wy
The file copy should be prepared on yellow tissue, General]y preparasicn' A
W ITOEE
Original (letterhead, # to aadressee,(
'.lf’ appropriate):
Letterhead tissue’ ” courtesy copy -(ai’ necessaryjf
‘ Yellow tissue:’ ¢ official file copy ) 1-.?3?.-}
White tissues for) #aeh information addressee, cé ! {"N
o | coordinating officer(s) L\[,A% N
Lt ? 1 signing officer (two,eif signer is DCI ap otys
\ ot e ] or DocI), cepee IENL A
WY X2 ary additional coples -es-necessary for B (K(_ LR
PR irternal distrivutions
s o ‘“ )
-.-".L .l
' (¥. MARGINS
<l A '
When using plain bond or .agency letterhead, saet the left wmargin of the
i text flush with the priantad- word "Subject." Allow at least one inch for
I o .
D "j:/"'
el
.S.--,:.. Q—’ ' :
fy+ 5

0

. TR PR st

. o XERS] . XERG . e ZoRT R~
1' ﬂ [P n :'__-:,1 .. M 4 5
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the margin at the right side and at the bottom of the page. Margins on
Ahatl .

the succeeding pages +wii% correspond with those of the ﬂ.rat page.

m:lngdabegintenortmlve lines fromtha toporthiapage. When

\Ng;a Lw using Optional Form 19mgﬁ\gu=be sed) even vith the first
9

- 5\’ word after the printed word "Sub;ect( (See nmm)-ﬁ; wunks (0 adl
7l 5. DATE i
a-—""‘ﬂ-..‘ |
Q‘l'he date line sﬁ: be left blank whan,\memorandm will 31 fh oo u_ d_ 2l N
Oy _;‘:__'-_. office or whan it will not be signed the dsy it 1s type -’date is V/LM.'(.'.: .
P AN :
L -'\-. f‘""? ""b . 's
R 1mma)7§?pe 1% £lush with, rlght wargin sbout nine lines from the bop : i
af\.\f_"‘ A s~ O phirnal Forar 10, Phnct OF hurd apress afiten praresd. "'Dah:“ coatt
d‘d’_v.\i the paga_M The date way be either typed or s mped. It 8 expressed in AT L
o T Nt A :'.-E
M;" the following sequence: day, wonth, and year 5 30 June 1963.
+
_ S. PREPARATION
& .
W “_:-‘-\ a. On Optional Form 10,United States Govermmemt uamoranam, -uumo"’ ," S
5'*‘ /-'Su'bdeet, and Date are preprinted. Typing shall begin two spaces after the. ' '

colon. Example: o

{ov
7O ¢ Assistant Deputy Director A{Genaral] 5
THROUGH ¢ The Coxmptroller — —~-—-Hrecm - T
FROM ¢ Chief, Aﬁm:l.nistrat:lve Services
SUBJECT : Revision of Form 123, dated 1 Jamuary 1960. k 1( e
$ !
REFERENCE: Mewo dated 15 December 1962 from Persommel Direcg/to DD)'G %m‘l_bv-
N RAX ; 'l!
‘be When using I‘etterhead or fla:tn ﬁond. the-da-w-is El—aced according to AR 2"3"3‘“.

/7 . N . ;
. the length of the memorandum/-ﬂush-wi‘bh—-—the..zight..uargin, -if-it-ie-to be- Q.* L

. ) N
% _.":-_E—"""i :,' en.teréd‘o

16 ' - ' .
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,lﬁn spaces below the date line the headings MEMORANDUM FCR, THROUGH (on —(
appropriate), ATTERTION (oé- appropriate), SUBJECT, and REFERENCE(S) are
o typed in ea:;b[bloek'form}nﬂﬂush with the left wargin, The addressee,
i Y - -
AR e the subject line and the reference are typed in lower case, initial caps,

. :i’?ﬁ/.
""*’\&«, and two lines apart. Example:
‘ "'::‘,vg MEMORANDUM FOR: Deputy Director, (General)
e TEROUGH : {The Comptroller) — 7 '
SUBJECT : Change in Payroll Form '

c. A memoranium sy be prepared for multiple addressees. The use of -

n t-k s
-nu}tipk.addmsseehmemorandk is encouraged to minimize preparation of
‘-\-\g’t.

randecwmas .
individual corve poﬁée“ﬁe"&g The addreasees are listed in block form fol-

' A, 804 - .
o me—D— - C e e e e v——n——— k‘i{d ':’;:'..
lowing "MEMORANDUM FOR",9r=370%,) Example: T
T e,‘u”--“"'?‘vi;.:’:'
MEMORANDUM FOR: &ha ‘Cowptroller} —— . s

Director of Personnel
Chief, General Services

SUBJECT ¢ Space Alloeation

d. If there is not enough space for the names of the addressees, type
"See list below" and list the addressees flush with left wargin and two
spaces below the title of signing official or the enclosures. Exawples

I. M. AMANN
Chief, Building Space
Enclosure:
Addressees:
7 —— The Comptroller
(Personnel\Director : )

c_{eizei-il Services ;?f‘-f:lcer C.-lis 9

Bl TN

17

ags:éh . _ — H"""T - T"”"’,v‘!
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e. If the list of multiple addressees is extensive and upace at ‘I:he end

ALy And pe
of the oerrespond:né; is liwited, the listingmay be Jede on a separate

page, properly identified.

PO

f. The forwat for the Speed Letter is -wepr:mbed,\ The conteats of this |

form may be typed or writtem by hand. It is used for infarmal, internal
correspondence. (See Exk}:btt')-F/‘;M& { 7—)

o9 7. BODY OF MEMORANDUM
a&. Begin the body of a wmemorardum rour lines below the subject line or

T mivprom Fhtn b gon Fheecto v Prea i,
reference lina, A Paragraphs are nmumbered and s:l.ngle spaced wmless there
lTVJ

A

is only one paragreph. Place mmbers flush withAlert margin folloved by

’ u\'\)

a period. Indent two spaces and begin typing the text. Memorandﬂ to the

President are never numbered and always double spaced.
an

b. on morandﬂ addreased to the DCI, mfé: or the Deputy Directors ef—tie ﬁ\
-Agency-Geuponssits the opening paragraph shall be-worded-to-clesclyigie~ - ©

Aataye
~~§teAwhether the meworandum is for information only, suggests action on

P .
-#} “-9

=

the part of the sddressee, or contains a reeomenﬂation for approval. The

. , L paragraph or in sudseguent paragrapbs s as appropriate, w@wy
: P CHE A
N

quires action by an official other thén the addressee, these wvords #i.—r»de'-U.. Y

"be typed on the criginal and all copies below the signature:

e
XERO' XERQ ) { XERO:

¢. VWhen the pemorandum contains a recoumendation for approval which r;:\"‘

suggested acticn or recommendation may be included either in the opening

vts")

. e

coPY — [P COPY - - - j COPY gu: ~
: ™ AN x i e | , T SO

R
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” . ,'- . E' .
! fhe. recommendation(s) in paragraph(s)_«.is(arve) approved. This line widy /-
be followed by a line for the addressee's i:lgnature and date linc_.' (See :

et @

d. When there 1s' need to break paragraphs into subparagraphs, the units
L L3 :
\-6"\’( ney ray be~indented and also numbered and lettered. The pattern for para-

%
' graphing is:
7 .
7 1. Paragraphs are typed 1n(mod:|.rﬁ block style. They are single -paced,
with double spaces between them. The first line of each paragravh is in-
. \\i." dented according to the subdivision in the wemorandum. For the second and

succeeding lines typing wildk beginsat the left wargin. Th:ls ie in keeping
with the block style.

7, L4y a3t
2t I 2

R N B

R

&, When a paragraph 13- subdivided 1% must have at least two subdivi-
sions. . .

(1) When peragrephs are subﬂivided, numbered, and 1e'btered
they are designated 1, a, 1), (a),

Lok Floosr &,
1 c,f” yo
2

\
el Qaa. P C.EC
o
4
oy

P
-
‘l

1
a9, 28
P

_ (2). When a paragrarh is cited, the reference numbers and let-
ters are written without spaces, as “paragraph la(2)(b).”

Ariesans o
'4"-\
Re- .
bl

.’. .

L

"b. Do not continue a paragraph to the :l'olloving page unless at least
two lines are carried over.

‘.E_‘!_

e. BShort quotations of less than two lines are run into the text, en-

Ce e ke T

closed with quotation warks. ILonger quotations are blocked ﬁ.ve spaces J
VO
from the left and the right wargins J,t /duotation warks aremeE onitted. :“ o ow*

4l v

3 . SUCCEEDING PAGES Iﬁ"\-ﬂd Fﬁ“)q‘d ;,A ?z'fﬁ,l{mfl rugﬁ' a(a. Mmm. 7 _4:
/1, Plain stationery is always used A‘Q’fh' ﬁ.rst Page is not numbered, )S’uc
ceeding pages are nurbered witk. Arabic nu'.r.-rials centered 3,4, Tm the

bottom of the page. ' O/S""MMUL

19

i 852, '
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b, Begin,body of the memorandum eight or ten lines from the top of the page.
PRIVAI

At least two lines of a divided paragraphhappear on each page. In no .

case is a word divided between two pages.

£.TE the body of the memoranam%‘-'-‘éomwso near the bottom of a page

an VA

that there is no room for the signature, at leas‘b two 1:l.nes of the last

A
paragraph W3mr to the last page sw=Fhis=ts=done so that the
signature will not become separated from the text, ' ' _‘\“w"
(\}';v"‘.,- :
319+ THE COMMARD (OR AUTHORITY) LINE {j’uﬁ;
A

The command line is used only vhen the individual signing the memorandum

has been delegated the authority to do so for a higher off_ic:lal. Officials
signing for the mrector°ibm5£. use’’POR THE DIRECTOR OF CENTRAL INTELLIGENCE:"
The command line is typed in caps, two lines below;hhst 1ine of text and
flush with the left wmargin, followed by a colon.

316, stomaTURE AWD TITLE : '
) e —the

The signer's name End—t:th-ar‘ej typed five lines below,last lins of text

or the comwend line, The nawe 1e type:l in :lnitial caps one or two spaces -
the e TN
to the right of,center of,page./\}:l'.'ha E:ltle is centered immediately below
Lo (7]
and typed in initial caps only.ig‘itle mey be placed on two lines to

achieve the best appearance. Erample:

FOIAB3B | ] | o
Executive Officer _ < 45
Office of Current Records A
o ;“. %
L
ERE
. 20 A "WQ _';
XERO} XERO, . “XERD" o
ﬁoopv "Q - r'!COPY r—j- _. rw ..7 coPY n'
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233 W sthey thanTle Dine Ao D"f“"h Do )
%1. ERCLOSURES
a.Om W.Mf-&*
Aﬁpe the wvord Enclosure”ﬂush w:lthAlert margin, two spaces below the sig-
o
nature. Irl?:ore than one enclosm'e.m "Enelosures anﬂ. the number, If

an emlosure is identiflied 1in the text do nof fﬁ;ts ’;.ct. When Aacbsure
is not identified in the text, type its title immediately below the word ’
” Enclosure .’ Exsuples
N Enclosures 2

s .)-.'.-w‘ Salary Chart
k Ret:l.rement Pamphlet

. i
= 1b ..’\J\'v\f;.. t‘t 3 ) Tos
'-" " et e g+ b
A ;.-' )
ot

',.r

< & ; . SEPARATE COVER

.+ . : _

r:-'-,_'?' 17, When material is to be sent under separate cover, type "Seperate covers" U ( ,,.h"
1') q‘ i

~ths b
flush vith/lleft margin, two lines 'belowAlast w&-nne. Beginning onﬂ / N
‘_‘.;l- .

next um>list all items to be sent. Send a copy of the memorandum with mf‘““". a
the material. Exapple: | Xl
Separate cover: |

Blueprints of Bldg. X -~ 2 copies

Contract for electrical changes

List of equipment

»
.:.55 .
13. DISTRIBUTION OF COPIES

¢, When it is desireble to ipndicate to an add:l.'essee that other persons or
agencies are to receive coples tne —‘.Lwez—eem ee: ﬂush ﬂth-:\bfeft margin,
tvo lines below‘ last t3ped line. List the recipients. Example:
ce: Seeretary of State
Secretary of the Army
i, When using letterkead or plain dond stationery show the distribution of tl':e.
original and all copies oaly on copies to be retained in the Agercy.

21

XERD' ' ) XERO)* *°.
™ COoPY ﬁ e HCOPY r-q._l”'
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V,L";;zﬂ“ﬁ cWhen Optional Formhlo is used)tha distridution information way be shown -
g ' .

‘.7";2,‘ _on the original as w .
P P "y

('my; the word "Distribution” two 1ines below last el line. Tmmediately
below list the original and coples.ass, E)L."M V f(

Distribution:
Original and 1 - Addressee
1 - Registry (with bdasic)
1

D,
- Ch/ama ( CH"' i '7)

- as required
d. (Emeart C\-\%“:—P‘ YETELY)

k. IDENTIFICATION OF ORIGINATOR
o\ phtalg v
: The :lde&tgieartionkbhall consist of the symbol for the originating orﬂee,
M D2 rev:
the writer’ 8, nane, the typiat’sinitials) and the date the memorandum was

prepared. The identificetion is typed only on eop_':s;'s retained in the

b

Hu
_g_ganc;; flush with Aleft margin)and two spaces belowklast drpad 11:_m>1n the
following manner: o -
MS/RMD: INDorsit:tu(1l5 June 1963)

', When the originator feels somwe discussion mey be necessary before the memo-

randun is signed, his telephgne nuwber may be shown immediately after the

typist's initials, separated by a diagonal (/2345), if the information will .

not jeopardize the security of operationms.

al. .25. IEFENSE CLASSIFICATION AND CONTROL MARKINGS

a. If the mnmornnﬁun coertains classified 1nformst:lon the proper classifi-

o S
-.'....-—-._, oty g I

el oA .---'_'! e /—l:va_(', RN _,__‘/:,_.,:‘ID

\-—._ __'_..—---—h‘—-
y

22

x I?Ol 'X.EROI i XERO

q\r‘gpv w - - v———— wcopy .,,._,1 e : : . r——-:—’ COPV&
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W Whry’ " i . . —
O AV~ a \k_,w) : *' P/L

b. If a control abntemm is used, stampﬁthrqyroprhte-eon.“olvbelow

/\/\) J/I - A.- ‘V'..‘ 'r _.J.
the Mehssifieat{’o%about 1/4*, from the top nd bottom of the page. -, % gl 2
Ciete ? ”‘/ e
-~ J/ .—\.---.T. 3

Co Othar elassifications or warnings shall be stamped at thc bottoul of

prae s Y )

the first page of the original and all copies. a,(n—s\,e o K L’-""'_'-/ b WQ %
L“J\‘rﬁvt V‘-m Clomer oo’ -...\."'\m M«;'\ &\,M.“A‘F‘Q_ WkJ-—J et oA
. 7 . ‘,r‘)’(_,u B

Y .LJ'
- ‘;’,_e _ “"‘m CORCURRENCES
3, e %2 ' When concurrences are needed, special concurrence lines may be pu.-ov:lded.

Ll
These witi<be. shown by typing" CONCURRENCES:" £1ush wi'bhjltfert margin m7 CL’«{;’-’Z"‘ ’

hae N
1ines belwAhst«hype& line. Example: . 'f—‘*"’ b
na I. M. Waitin pri L0
{..-.,!\.-,*_': Mo : Chief, Insurance Division BN Y,
"{:}‘;Q g;’. - va-;
L / CONCURRENCES
EPU
AT,
S.J“;hﬂ'/l' . e 7 ! ﬁ'
“l i Chief, Payroll Branch : N . { C( P
n A , Y
.-\";-.-.
\‘\"". 5t
&N
VL Chief, Claims Area N
ok LA o~ TN .
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547, VEMORANDUM OF CONVERSATTON J G /SLD B
/ \3 .
When reporting ccmversations <% Memoranﬂtm of Cmversationporm r a Memo- /Z"
e ___'__:_‘-":-‘ Mg ety
4 randun for the mcordﬂ depending on the circumstances,c 'be be_use d> The fo. L ':'
. M-gadng L e’ N ‘_‘j'-.',' !
»of ‘.,/‘,. original snd one copy shell be forwarded to the O/DC..A Inb addition, a three- _
LETT L el Qe m o e PR
Soeew sentence supmary =« 311 be prepa:'ed and dispatched to the Dir«=ctor f office : <
. v_’j‘_\.;; . 1umedlately alter the wecting or conversatior. j/ See e&htbi—tja for proper pro-: | ‘:{
.'.' -—' / e o b 10 s o orvny e - e [ ————" R——— L e ".* P 'L\.
'cedures 1n preparmg these FOrtitey - e"‘ﬂnw(uM.«.. . T m—— 0N |
1,58 L \ " T e ”__.,.-"( . ! \f‘t‘ ol I
L) VS % B T PO Ly . rn o 726X
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1. STAFF STUDIES

. .
~ L
W 3« The general forwat for su'bm:l.tt!.ng state stulies shell be as follows: -V N
(y\-p g . A edednt e rtales )/Q' l' ™
% Problem_ "~ iz 2o N . H.p-..'-m-.-éuu- _ L7
- Discussion ¢ A T
”{\,7 Conclusions Y _ W : \ 925X 1
(/v\ Recoumendations L - £y p) .
s : _ A .
Ae - - B
7_7 RPreernsts

24
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OfA O8N, 0. NO. 37

UNITED STATES GOVERNMENT

Memorandum
TO :, All gecretaries 2 _ ' DATE: i June 1962
FROM : Head, Training éectio'n

SUBJECT: Use of Optional Form No. 10, United States Government Memorandum,
May 1962 Edition

1. This wemorandum illustrates am appropriate format for preparation of
Na . Tonal FOriiyl0, United States Govermment Memorandum, May 1962 edition.

As originally designed, the form required the use of two typewriter stopa frs
one for the entries following the printed captions and another for the left
wargin of the text. As revised, the form now requires only a single stop
setting, the left margin. This simplification was achieved by moving the
printed ceptions about 3/k of an inch to the left to allow a eontimous
l-inch margin for typed waterial.

2. Optional FormAIO is used for informal correspondence within and bemen
Federal agencles. A memoranium prepared on this form may be addressed to
more than one persom. Although the number of coples of the mem um should

.t ) be kept o a min:lmm, a copy is required for each addressee shown im the, "To"
C'W,. e iine and _.,H-naﬂm-theu_u—om-. w"\w e “"-0- A cwl[.:
L-w»" the text does not exceed 10 11nea,/\'bha 8- by S 1/11--1neh size is used,
‘e & ‘“ is longer, the 8- by 10 1/2-inch size is nesded. Flain peper is used
s :\ .M"‘ for second and succeeding pages of a memorandum. .

l‘

o oy
f& / » Sowmetimes weworandums are not signed. For example, this one does not

¢ {;;'.u__:‘_ j Tequire a signature. Usually, however, they are initialed or signed. To

"f\' i ensure that the signature can be read, the name is typed at least one time

“.~+yiY on the memorandum. If the name is not shown in the "Frou™ line, it is

L .\ typed, or ntamped, ’lt- lines below the text.

- T /l e ‘l

o . Jane Doe

L, 1 Tles )
l’l':.i' . '}.‘.’ (J ok ,x-,l
~ERMivet 651 Memandum
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Oﬂice Memorandum - vsiTED STATES GOVERNMENT

TO : - Director of Training DATE: 15 am 1963

ATTN ¢ Chief, Menagement Tralning Division i P " s
Omit date whenever

FROM : Chief, Records Administration Staff i signing of memoran- :

5Ldum may be delayed, :

SUBJECT: (Correspondence Training Material

1. Recent discussions with members of your Clerical Training Staff .
. x indicated that stenographers and typists £ind 1t difficult to de-

_ \»I\M termine when to use letterhead; plain bond,, or Optional Form No. 10,
L Y AUnited States Government lhmoranﬂumj 1n the preparation
WA TN o of memorandayl’‘®. _ -
i 1"3““.\». 2. Generally, informal communications addreued to individuals be- 7 e -;‘ ;

&%, low the Deputy Director level may(be\properly)prepared on Ghis Toruss ol
e « It may also be used for informal communications to a counterpart of AL
Wﬂ- equal level in another Federal Kgency. Tcheck-with-the—section .

e ~entitied-Stationory®ivill aid the typist in selecting the proper
stationery to be used. The writer may also express a preference for
a particular type of atat:lomry in certa:l.n instances.

4 3. Notice the /m;—diﬁej block style for positioning the message om
the form. Ve feel [that it will result in better looking memorandeuhs
with less effort. No indentdtion of paragraphs eliminotes the need
for depressing the tad key, thus speeding up the typist's work.

k. The Records Administration Staff will be glad to provide any
additional guidance yon way need ﬁe_ ralning purposes. It 1s anti-
cipated that the informetion andfs} contained in the Correspond-
ence Handbook will be beneficial in solving wany of the routine
problems. Your opinion of this simplified style would be appreciated.

14 .

5 spaces
Frgf

2 SR
»Emloﬁ 2 spaces R

-Ezaibé.*uﬁ. of Prcposed CIA
COrraspona.eme Eandbook

Knott Blount

# Distribution:
7 Orlg. - AdGressee
1 /10
- C/R¥3
“ 1 - m-s/mm/cns ;

'* RAS/RMD/CMB.Jones sxyq. 15 June 1963) %5X1
{:—uﬂ‘_" _,!. - ) - e ___Céé} o '

: l.l' .. - y , / . |
o 3 dm’—E:&;‘gﬁ Tow Mu& "F A@iﬂ- 64, {ienge" MvdMﬂl‘M'fs/GVJ ' X
Hfopv {1 ¢ e 22 e T coP'r',,,. .,_.; I s - F........,;t: .._ .T.....,..:......-.Eic
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(CIA LETTERHEAD)

MEMORANDUM FOR: _Daputy Chief of Neval Operations (Air)
? }partnent of the Havy

SUBJECT : Memoranium Format o

, 2
1. This is an example of a memorandum addressed cutside the Agency oooatt,
prepared for the signature of an rable—level.- N
. DAy
2. The typist will- preparesan original and courtesy copy, if ap- . "'f“”
propriate, on CIA ﬂet‘berhead stationery for the addressee; a yellow
tissue copy for the official record copy; a white(Gopy Tor the W ) .
signing official; and white tissues for any additionmal interested :
persons. The originator should determine the distribution of any ok

‘extra coples.

Tl/‘-"h}'f’"’d’ 2 . : ’}. h .
3. o Pnless instructed otherﬂu,m enclosed in ",.,ﬂ-*" Ty
a plain (unfranked) envelope. If,fémﬁ‘e‘ﬁ"ea'» ') mﬁﬁfﬁaﬁ,ﬁﬁ"'ﬁu' O
dteate the addressee and Stop Number. The delivery will be made by :
the U.UB. Official Mail eml Msssenger Service from the City Post A€ '
Office. If the’séFrespondence 1s classified, -indteateths Foom mum—— """
ber and building and attach a courier receipt. Remember also to

include a document receipt, if appropriate. Do not ipclude the 8top
Rmber/; Delivery will be made by courier.

LY

p.ﬁ-b“’
Jeb Alrhart
Chief, Air Science Division

. @L_._.._,__ :

P8 nALe e ' i

6~ Memo"on CIA Letterhead e -

—

' — =N -
e F‘ggég. . r ;--55_2?‘” I _ — g X!
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kY .

Py |
({_p” ) CENTRAL INTELLIGENCE AGENCY
o/ : — _
D) - : Memorandum of Conversation

DATE: pgtual date of
) conversation

SUBJECT  : Enter the topiec discussed. If more than one subject was covered,
each sbhall be listed.

PARTICIPANTS: Procedures corcerning waintensnce of source security apply in '
listing the partieipants. )

COPIES TO : Need-to-know principle shall apply.

’ 44 N )
1. This form $0-be used in reporting conversations with individuals out-
: ls. 7 : .
side ths .l’;geney:T )A‘orm need not be used if the conversation is wade a part

of the minutes of a meeting, reported in an intelligense information re-
port, or i3 recorded in another form of memorandum.

2. If the Director or Deputy Director is s participant, the original and

. A j} .'N_c..‘v'\ o ‘.Dm:‘v'\’ .
all copies are subuitted to tho or BPET: for approval of the substance
wo -
LY 2md  and the distribution. OCther Mmorandﬂ of Conversation t0 go to the Deputy .
-u:.'i.,;)‘av"""?"“ Al b elmam o
3,. et rectorA subuit the original only. . s : 3 :
g5 S 7
' 25X1

A
alu f.'(_fw}d '
3. In addition to thisc wemoraadum, a three-gentence summary wiil be pre-

pared and dispatehed to the Director's office immediately after the meﬂ:
? 2 T hig e we T A ang kot cew it inmg Wbl e

R or convernation,-’éirr%—ﬁla_fgﬁm thcase which uay ﬁeteruine or affeet policy

. ' T wly Y, ’ . .
vhich should e drought to the attention of the Director or%&l? -:Dw c."."e-), _2;5X1

. ——

= ¢ e o8 s

. -Exhibit 9 - Memorandum of Conversation (Iss Pa

= A ( 1728 o0 1132 _ e : . ( ee) (11-23-36)
 XERC " XERG"

:con_v »

e e e e e - 2;36'.‘;-. - S ,,.. e : -_ - g COPY - ...--,.q.-.........._,.._...._.,._.. ..._...‘_:. . ﬁ
LI ‘-" : r !'l.'-f R | : i 14

nxl
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o |

k. WhanAmmorandum 1s longer than one pagj use plain vhite bond for the

succeeding pages. Begin numbering with the second page.

Signature
Title
DDX/RB:THurd3it(date dictated)
i
, _
| ‘F.—————movsnzf _ _ Typed vhen
Director,of Central Intelligence DCI or DDCI

is a participeant -

z( & Qﬁ‘hwﬁv 'D.iaedﬂ) 2 -

10; / Last ‘page.ol Mémorandum of Conversation :

hY

=y

RO - - -~
- gy COPY jrpwvongmemy - yoreemey COPY A ——— c
t." ‘- LTI o E . r*‘; e -
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v ST asxd
r\- Ul‘:x -
o

L ,C v o "\\J -l)‘r

e W N

;;*)‘/ woOEN |

%‘ {)«FJVC}’JT% - R
YAV ' te
o L,:,,‘» ™ :

MEMORANDUM FOR THE RECORD
BUBJECT: Meeting with XXX

1. A Memorandum for the Reeordbvﬂ:tba prepared to record important con-
versations, data, or events when use of Form 1132 or”other form of record |
. 1s not appropriata. Tﬂ“

M _ , oAt
2. Vhen,memorandum concerns & meeting, list the participants., Also nete
i1f any action is necessary or if any commitments were made,

3. Identification symbols of the initiator wili~be indicated in the lower

left corner as :l.llustrated, even though the signature of,signing official
is not the same. ‘Q-rl;{

k. Distridbution of all copies wiil be,shown on the original and all ;
copies, The original and cne cowﬁh&&-’be forgyarded to the Director ' .
vhen required, (originator will determine; "ﬂ«d.) .

ta

Will Signe
Chief, Reports Branch

DDG/CMD/RB: Lioore suh(date ) :

Distribution: .
Original ard }. - Signer (or the 0/DCI when appropriate)
- file -
X - as required

T
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(Yhen Filled In)

DATE '
. REPLY REQUESTED
. Today"
. SPEED LETTER LETTER NO. 5 date
25X1 x [res| o 111
: | |1"1e1d station : FROM:
ATIN:  Harry ' Rita

The Speed Ietter can be used for informal correspondence between head-
quarters and some field offices and branches. Ome copy is retained by
the originator, two go forward. If,Teply is expected, the responder
makuthereplyonthelmrhalfof'bhe °¥,m He keeps one copy for
his file and sends the original back, orig.lnal is reee:l.ved)the
suspense copy msy be destroyed.

S$IONATURE

REPLY .- | Myéé.é;g 2&_& .
A "‘f?"“""a"“"fm ar

JWJ% —t

e Wye.,ub‘_

| e AAAA
31 SIGRATURE
RETURN TO ORIGINATOR i
C aspeer 1831 S F»,? wu Bxiiott 12QEKEEE Speedletter .
COPVL._‘. : 1 —— F‘COPV , : N cgggg
&_‘ RS 1 - ) ! L a !‘ . ..! a
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REcctp AND CORRESPONDENCE EANEBOOK= HEB 70-3

CLH’*UJY' | i
,cmmmmmsmmmmmmmm SR

—r e e
*WMWM red for the,\Mrector :(yr Deww Director shall m f_ A

. #./I' STATTONERY . - | w

(i fetterhsadgbond and tissuesh for 'bhe Office of the Director or, Office
ahofl fowach

of the Deputy Mreeto;/\are%t—hbfo for correspondence prepared for the

siguature of the Director %84 the Deputy Direetor.—éw JZ(-CU?"”"

L L L\_‘ —_— _ . /\-s_,/\ S / —— J‘\_j\}‘\" e T ,
@numx be.uscﬂ..xhsuddzeasing—manﬂn«to-themreetorpmpm ot 'U. .

- . . i) ) f-./“\—l'p- \
’ : - ?‘.\__:\-'_'L‘.___ |
j % . L
' ‘}"‘Elo DATE _ : o t‘:';""'.’,.:'i"‘"'h\;

Lé#-{_l\‘, a_'_g.M ' ' ; A
-Corresponience prepared for thz signature of the Director or the :Dapttby :

- "\ Director of Central Intelligence shall not be dated in the office of or:lgin
: L&kﬁﬁémmmrmawm-MLw&n.MMMm

'f',‘cfiwﬂ | n

.l- m< A7 IETTER FORMAT - |

N \u"“‘ {- Keep:l_ng in wind e "framed picture” appearance, set the margin accord-

5 R, (—" 5 :I.ngly'. In most letters the address may be typed eight lines ‘below the

t/ last ‘‘1ine of thz letterhead, flush with the left margin. The length of
the letter-wiidim determinqsvhere the address should begin. Use block
style Tor the adﬂress. The salutation is typed two lines below the address.

7=ahe. 440 ‘L {J..-ﬂ-d
7 SeeAthe—seeﬁon—on—!'oms nf..Adclrest for proper titles. Begin the body of

1

32

-, C o

vt TR, .
XEROT b i
--cowvg ) C TR ¢

ooty
XERO

KCOP Y
hd
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the letter two spaces belbw the 'salutation and flush with the left margin. .
Begin each succeeding paregraph at the lei't mrg.tn. A ﬁext is single spaced
unless it is less than eight lines. (See‘cemlphs-ot 1etter fomts.)_

b. The complimentary close for the Director is "Sincerely." The and

. Z.d LU ,
title vﬁ‘ﬂ':e-ge. centered five spaces below the complimentary clo_sej 1e*-
Sincerely,
John A. McCone
' J?irector
N R —D.n,u " : :
For the the complimentary close and sigxature shadd-ber N“ i

Faithmlly yours,

" Marghall S. Carter
Licutenant General, USA
Deputy Director
(‘./‘9).

\) -\_1 ‘u
Vhenever the ~DEGL:E vn.ll s:l.gn in the absence of the D:Lrector tha signature

& ‘w&l be ghown as:
Faithfully 'ycu.rs,

Marshall S. Carter
Lieutenant General, USA
Acting Director

I‘ Lo Lo

c. Enclosures’ :r'ill be —'bypadp -and ldentified on the original and all coples.

e,
{ XERO"
cory
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4 S 4,
d. Tdentification of joriginmator, typistyand date of preparation,and the
distribution of s11 copies wilE be shown on the internal coples only.

q o o LV"{"{
W‘hen indicating the distribution of ggo Secret documents, show the exact} /\é‘ [ h aw 3,
-—""-' .
- 1 ‘...-". o .,,’
| copy number end the recipient. AT gt ,X
L ﬁ!ﬁ::.ﬁ 2%
e. All envelopes, wailing sl:lps7and. document receipts should be attached s .;“.'j_: 17,}?

in the office of origin. ICI signature tebs will be at';achedC in the o/nc:. S -J\_.,,,uii
MC"M - O‘Q ;i L . nA.xI-’-“‘.y Y
The order of assembly of the correspondence 1s [Contatned the.leeéton J ,_-lv"-_ atSY.

entibded Assembling and Forwarding,Eorrespondence.. ot ¢

l‘;!').(. MEMORANDUM FORMAT

- om pewora Mw the signature of the

cJ-
The headinga shall conform to ﬁm standards prescribed for

N

(/g'.u P )

Doncler & Doty Dimetn adbali )

other agency memorand.a-.
abad

b. Paragraphs wai. be numbered except when the memorandum is addrelsed
to the President or the wemorandum consiste of only one paragraph. The para-

analt
graphs ikl be typed in dlock style.
w7
c. Five llines below the text and four _Bpaces to tha r:lght of the cen-

ter of the page the aisn.atm-e- of the Director or the Deputy Director of
FripAe,
Central Intelligence shall be witm in initial caps with the title cen-

tered iwmediately below. Exampleg,

“For-the-PUziit Tl P John A. McCone
Director
‘Foz‘"‘ﬁhé‘"eme'f‘—%'?lf---;-.-.-"—7:--ﬂ*’hﬂ Marshall §. Carter
: ‘ Lieuterant General, USA
Deputy Director
[} 3h
2y - B T ﬁ% _ — gﬁ
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In the Director's sbsence "Acting Directoi'" 1s substituted for "Deputy
Director” and Office of the D:I.reetqf stationery is used. Exauple: _
Marshall 8. Carter

Lieutenant General, USA
Acting Director

AcemPanriy )

d. When material a memorandum for the signature of
.l-.al Svor g-"!-’ -&,U\‘-W L S :D )
the-nsi- or ’Ehe word "Enclosure” wild-bef t on all coples., If,more PR

than qne, mmber. J The enclosure(a) rﬁiﬁ be identified

only if of ummual importance. Enmple-

N e ' e
JRIRTEI .-i‘l’ PN 7 . . : LD

Enclosures 2: < ¢
Identify if important

ke U

e. Recipients of :lmroruat:lon copies outside the Agency sl be e
ddest@l on the original and all conies>at the left ma;'g:ln two spaces below
the last byped-1line by typing "cc:” followed by the recipient. Example:
ce: Attorney Gemeral ' ot

A _ :
1. ,«-mana?\wmmrmm DO¥-and-BDEL-the~~

o A e LN PN

d:lstr:l‘bution is shown on internsl copies only. The distribution way de
W
shown onAback of the page if the wemorandum fills the page. If an addi-

tional page is used, it should be properly titled to identify it with the
body of the wewcranium. | Y

J n ./"-.",... R

al g ebu««- ZalIN'S A

g+ Attach a brief covering memorandum Aexplaini.np thes pwrpose of the W ]{' ..... 4
Dmeww-“"' ‘

weorandun to be uigned by the T0. (e entirs rﬁ\‘j Jas
) - : " .

through the,\Det,aty D:lrectcr @Wmme "7@3’5‘3’&— 'L-
;’Vﬂ'“ofr D "‘?::‘;“wﬁ?q A Y

5- rf”'l s GRATN B a'()“ s __Q_"\Au‘;:'\/?_-CQlACAﬂ P
L&. Sy \. ﬂ_,t n.._av-uswt /"35.:3 ;(._:l"" Du‘lftfrh X2
MJ’ /f’. ] do VL pen i N K?\-g»w—:’ 1y t/5\‘-

?’M’L""“’" 2, (_. ‘“"p_'_’:_"""! rl s '*’--404-»6@1 dons - cf HNI'J} o~

DO;/ f~7 /)a);%

— 4

.- ! nx. o

: "
. XERO
: comrk-...
L
L3 bt

Haald Bpooefiey Aawae J TTTL
Sl AT
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_-(.. N ! ’ :
A
Mﬁmswgwmwm1*~
W&immwa’tﬁfﬁﬁﬁrmhuﬂs “pregcribed
. *ﬂ"ﬂ- )
~Egency. memoranda;

~mewcraniumi—approval, -recomendation;-tnforaEtisn, 6teT; UF inticats the

qummw T —— _

B L ity P v
i art ¥ o d
Lt e

1. This wemorandum is for information only; particular reference is nade

to paragraphs end .. ' : o :':.~
’ » J R T L . \A
e+ Paragraphs-wili-be-numbered-end-single-spaced-with-doubie-spacing. ' o
{§ |petwesi Pardgraphs. “The biook Styls Will-be-used. ‘, Ll
.__'f.-..—- ,_.d:e* 4\ - - . PL:& ' |
. )If waterisl is transmitted with a memorandum to the $6F-or-DHOI, v b ’
X d . e fhe by Fhe 1
e (the wvord éttaqhment‘"?sp. onAeop:lesAﬂueh with left zargin and two €5
f‘:‘- h 14 antliyraant ’l the n ot e dgar > - B ‘
:g\f@"' .1ines below the signature title. If more than one ;&achmegt' is trans-- {\;
‘tl‘" A Lml f;y\c‘l-&-l.u'lﬁ"\? . : A i
'ﬁ-w-.,m 1 mitted, the number is indicateds Attachments may be identified in abbre- &('\
> '\ﬁ. | .
1“(‘;‘% viated form. Exsmple:
s "y
3"}‘»;-/; «| Attachments 2: . _.l :
0o 1. Memo dtd 3 June 63 / \
2., TCA Comtract (2) T '
;'-'! W’K‘”’“\-‘——M‘""‘-"“" e .

- Bt S ety
w13 On_ P R by LWLV AL - 2 arimw Z_-" +¢‘IE D.Uu.' a‘-ép.h o D.t‘. P“}j' .22:.-.9-:.‘.".19 !

22 | “ev ) fhow the distribution on the original and all copfes, except on / !
i 44 I i
i‘v.. momtion memoran- h‘s‘n:___ R ;, e n e e s I [l "‘"‘—'—'—'w. /I

36

: 5529‘“ - —— ngggél—npj
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-_,,a—"'
ettt

/
2 three-untence sumary be prepared and,dispatched to the Director's
'4 1ce '.I.md:la‘bely after a me/eting or eo ation with off'.leials. outside
i '"‘-"" 1a on-those vh:l.ch way determine
| U' the Agency, @
-~ vhich should be brcught to the attention of the m:'ector or the. Deputy

axl

Direc
i
, 37
_,.,ss:e‘h. _ ﬂos" ™ ”R
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& n‘\)‘/\T S35
::_T‘__ ‘;‘J j{ y, 5y \ . .
H 4 . A .
‘?\,‘\4";’ w'\ ‘ _ (DCI IETTERHEAD)
\_ 'frl"r"r."' . - - -.
P ™
>
(Date lett blank)
" HBonorable Dean Rusk
. + Secretary ot State -
qﬁf"?"& Washington, D{C., 20520
AN
‘-k-\:z ¢, Dear Mr. Secretary:
0ot '
!:D-" This is an example of a letter prepared for the signature of the Director
| of Central Intelligeﬁpce. Letters be forwarded to the Director through
the Deputy Director) ,(X component) with a cover memorandum explaining the
purpose of the letter to be signed by the Director.
u .
Vhen a second page is required,(usejplein stationery, "Margins wiid cor-
respond with those on the first page, and typing wild beginsabout ten lines
from the top. The second and succeeding pages are numbered with grabic
numerals centered about one-half or three-quarters,inch from the bottom of
the page. t,,fm,
Sincerely,
Jotm A. McCone L
o Dirsctor ‘i
,i.l .
--—-------.--.-”------—-----------—------ . _.'Igld“"
t b t d l. -'Ti""- '-;: : - ﬁ[&,‘\'{g-i‘ ’-': Er::l" 0
o be ed on, copies on :
L g R > o T
A4 v, O/0D AT  jts (3hueb3) CONGUR: oy ¥,
-~ ., - Distribution: DIZX _"),-* Y,
Orig. and 1 - Addressee i el
1-E& (vitabasic) =3 [ ;.o an ‘ A o,
l - Signe:_&? f,"-";_c'.o..q "‘— . 5-’.',.. ,-.;.'(' - ?v m' 2_0) J’* (_.\‘..- - |
l=-0x ¢ - v [ L e
> ’ . O R

f Ao A a2, s s g ——
' N ) X T e
e /49 — SR RTYY

38

- Y.,
{ XERO*

.,s.,";‘, .

; " AL e 1L .
hibit-l3—~ Letter for signature of Dg S Mﬁ'v‘:‘“ oo

rwwry COPY o'
1N
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(DIEI IETTERHEAD)

(Date left blanmk)"

. Honorable Joha Karle

American Ambass
City, Country

Dear Mr. Ambass

ador

ador:

This is an example of a letter prepared for the signature of the Deputy
Director for Central Intelligence. Gemerally, this type of letier would
be prepared for the signature of the Director. However, a notation accom-
panying the letter stated that the lettar,t‘be prepared for the Deputy :

Director's signature.

wol o

A cover uwemorandum, or brief, exphi.ning the purpose of the letter should

also be prepare

be forwarded through the reqee’b%neputy Director,

Tuad ﬁ::i G o the appropha

d. The cover memorandd’arnd the letter for signature should

o-copy abountd Lo
oples-prepared-should-inelude.an original jand-cnéafor the

addresses, one for the signer, ons for the Executive Bagiatry, and whate
ever additional copies the originator may decide. _

gy Y rsh aes Faithfully yours,

L-'

Marshall S. Carter
Lieutenant General, USA
Deputy Director

e O cbpies e

DFR :MBird :mpd(3May63)
Revritten:EA-DD/X :F3F :uaq (!u\hy63 )

Distribution:
Crige. and 1
o 1l -
. -_'" l -
d: 36 ;_- -
!MQ

+1¥
mWﬁrecwriffE_ Do i 59 ) ﬂ’ /

- Addressee

ER (with basic)
DI

DDX

DER

F ¥ 39
EZH’*H#- Letter Formas- for g,igmture of DOCI

. -V
xggo i XERO

Pgra.z.ck .

; COPY § w COPY
r'! ’"""1 AN
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\
A\ _ (DDCI LETTEREEAD)

WOt | _ ' _ . | (Date left bmn:)_

- A . R
‘),r' MEMORANDUK FOR: Director of Another Agency
! ' ' Director of Federal Coumission

SUBJECT s General Information
Caw*w,g = ‘(Uu,(' Q.»U‘

l. This is an emmp1e§of a memorandum prepared the signature of the
Deputy Director of/ The same format be followed in pre-
yaring a wemorandum for the Director's signature. '

2. Letterhead staticmery for the Office of the Director or the Deputy
Director of Central Intelligence is avallable. Tissue coples with cor-
responding letterheads should be used when courtesy copies are needed.
Additional coples shall be prepared on plain tissue and a yellow copy
for the official file copy.

3. A well-balanced appearance can 'be achieved by carefully considering

the length of the message and adjusting the margins accordingly. The text

should begin four lines below the subject line. The body of the wemoran-

dum is single spaced unless the text 1s less than ten lines. Double -

specinggl—.‘dﬁ;so ‘33 :sed when preparing a morandm to the President.
Aot MG

k. Paragraphs shall be mmbered unless the meworandum contains on:l.y one

paragraph, FParagraphs are never mmbered in a memorsndum to the President
aor in a letter. Ll

5. tﬁe eover, memora 11: expla:ln:lng the purpose of the memorandum to be signed .
by 6T {s_re €s requ These (W21l be forwarded WM thraugh theo ypi.a i
Deputy Director {I‘ ot:l-ve-eenponem-)-a f !

{

i 7(.-.« * ?

Marshall 8, Carter
Lieutenant General, USA
Deputy Director

Enclosure
(Ident:lfy "f necessary)

- e o eme  m se w . emm.tee eAe o e, g, %, S

o cez " General Counsel _
DDG BGoode :to(dats prepare-d)(woe on 1nterna1 copiee on],v)

istribution: o (-ebmr on :urbernal cop:les on.'l.;y) : '
Original and 1 - Addreszee L )

™ 1 2 - DDCI 10 ' T
L Y - ord Sample: Block —
\ ,m /4, 5' Meworandum for DDCI Signatuv'e
XERO

x | XERO" . : Xt
q\COPV . n cgge irnﬂ 2 - -— T T CODYR " " - T c
£l Y, . 4 PEEERIH . . '.
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14 June 1963' :

BRIEF FOR: Director of Centrasl Intelligence
SUBJECT : Interagency comammnee Standards

1. This Agency is contributing suggestions for the development of inter-

agency correspondence standards in cooperation with the General Services
Adninistration.

2. The attached correspondence for your signature conveys our ideas on }
the subject to those agencies which have expressed an interest in the
standardization program.

. FOIAB3B
I I

Director of Training

) 1
N P R
PR AR

Orig. - Addressee
1 - CTB/TR

#Typed on file coples only. g

. .
1»1’ 3 |
Y i.rn"t‘,
e 44':..!.,‘: . '.','.
¢ e 12

o e —— e,
e .,

F‘ AL ’7 ’: ' : -?\ ___,_____....-—/-.
Ejmn-&—le% Cover Mem{ or Brief) for Corresponlence for DCI ‘574“_)(&4&__

KERD NET) -
N - i — ?
I . D o 7 F R -
: " 3 " L B
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1% June 1963

- MEMCRANDUM FOR: Director of Central Intelligence
A
THROUGH s Deputy Directog&support,
SUBJECT "3 Interagency Correspondence Standards

nyLQcJE'“
1. This 1llustrates a memorendum subwitted to thepAXCE for action and
his spproval signature. The first paragraph should state the purpose of .
the memorandum and request -fer—the- approval of the recommendation in
paragraph

2. The wemorandum wiid includesa space for an approval signstm-e. Ir
concurrence by the Deputy Director is 3 _necessary. pareda concurrénce
line is{The originating officer is responsible Tor &ll coordination before
the paper reachkes the Office of the Director. The originator should also
make certain that the file is ;pro;perly assenbled and all enclosures are

attached.
G .
V_;W‘ Arden T. Wrighter , . e
Eotane & NUARY Acting Chief :
Clpdl VW, “M 8\ vv.s’ Correspondence Policy Division ; i
"?-é" 7 O hmentt\ g : - | :
dentify ) Rl e B ALl
cﬁv <19 &

. { , 5§  Depuly Director,[Support) fy,¢r7  The recommendstion contained

in paragraph is aspproved:
- Vl‘ m—
PR { /
Director of Central Im':eﬁigenee
Date )
(DDS/CPD'AVrighter-ss(date prepazed)
%" \Distribution: o
Orig. -{to action ofrice} ' e
1 - CPD (signer) ' ™
-Hftictal £ile @ /[ <
L ma % K 2 3\
Fm wrf BT : il ei’ M \"‘1
Exh’kbtt‘ﬁdﬂemorandum for DCI aet:l.on requir:lng signature approval ,r ‘

x:noh — . = __iXERO o ‘*'

: K\opv - ﬂcopvr—FT " "Wcopvha
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YECe R DS 34 CORRESPONTENCE BATTRO0K— | HEB T0-3
LM
| DPcumMENTS ™ Ty
CL(’N.L'L ) ~EREPARPATION-OF TOP SECRET CORRESPONDIEHCE b ?_' "; s
\'\E B
ue*l —}‘o " . b‘.. .
o POI-IC! ?—f» """."
16) \f\.‘ o Lo
';,op Secret,\information muet be safeguarded from the instant it is prepared., . i o
This rule applies to drafts, carbon copies, notes, carbon paper, record-
ngs (disks, tapes, ete. as well as the final copies. Within the Agency . 25X 1
N E_I_I.i"".t Y Brwedy A L0 T
 Form 2 26,control end Cmrer ‘Bheet) will be placed on top an:ll attached to
T T abet f
o‘* c '; each TS document reeeived or prepared by CIA. This form will remain with
l’ \ ‘
F : f; the document until it is downgraded, destroyed, or transmitted outside the
' (* ; v‘ Agency. Assigment of the defense classification is wade by the origina- aA - i
. 5" ] c!L&"-ew—lL\‘—f- [P0 !/‘.,
@r"’“ w“A tor. All TS documents rece'.lved transféii'eﬁ‘fu-AEn office wust be logged j:\
- ‘,:f“:;z by the Area TS Control Officer. | ) ¥
{50 . B '3_’. X
. Rt

. "'I-'. 2- mT \

J--.'_\ 4 (M ;'._af_!_h.“‘_- :, 4

' \ The formet for TS correspondence 1s generally the same as that prescribed N AT

: " o in preceding chapters except as hereinafter described. '
i 4_1;

3. CONTROL IDENWIFICATION

’(Lc“
T Qrﬁ'-

8. The first page of each copy of the TS document shall bear the @sgnuu-
ber in the lower right cormer, about an inch and e half from the bottom of

the page.

b. If the docuwert 18 in a dreft stage this way be shova by adding a let-
ter symbol to th: TSC nucber, es TSC 21454 or 21#5(! .

c¢. The final form of a T3 doctment is identified by the TSC nunber only.

S,
e . -
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de. If certain pages have been revised this 13 1nd1ea1'.ed by typing "Rev:lsion"

e
and the date of the revisiom 11;} ower left cormer or’{page.
W

< e, COmplete a greehg,ontrol ana. gover sheetAon which 1s entered. the TSC .
number, the copy number, mumber of pages, and other identifying 1nformation.;

V\' N F u..'.\.,.f ‘}ys

<~ x8"; Attach the form to the top of the TS document. S .
CF e -

TR p—— ok
..-1,2.'2“_ . e . . T 4ww

Center the mumber e" the bottom of each page, . about 3/&#\ frou the lower
L—-
edge__,J allowing sufficient room below for the ,ﬁefeme #:I.assiﬁcation (ana

" com aikivg> M\'gd’). Fn-eddttion,=p, group warking (in accordance ' 25)(1
wi _é@oﬂn right of the. -
defense classification at the bottom of the first page. ' s .,ﬂ,f
i’% s % g MM& L

A+ ENCLOSURES /AND ATTACHMENTS b g h Y '

. s ¥ ]
L. . Enclosures vhich are classified thnoug!rﬁeerej are/\ltuted ‘by—typing '*Cd P ‘!a :

B ! s .;..‘ & :_._-,f"

'F’?"" A" the-vord-fEnclosure™ flush- with left-margin;- two.lines below-the wignae , wir '4,;.«-‘- ;

G ' Dok et
“’f._\_;,' . ture-and_identifying.the enclosures-immediately- below. Example: f\ o .,) :
£t s s ) s "_‘ - ¥
\":.:-:.-.__' R A Enclosm" Mﬂj. \ \f..

” é g 1. CIA 'l'SC' NO. 1231‘56’ copy NO. 2) eﬁ . . ) o ]
M,‘,»f“‘;{'; 2. CIA TSC No. 0987h-A, copy No. 6, Annex‘A apd B ). | in, fe W . ?,

'z.r ot o " lf!‘h’.-— N c (]
j?ﬁf-'.-.,""‘ . L{I .‘%xla‘ 2\ M’ j Tﬁ '1-,‘ < B’):,,wfl
¢ ~ Db. . Each enclosure to a T3 ;‘ocwnent wiilk be identified on the ﬂrst page L2 & P‘L-;‘“'; '

. a
or cover page in the lower right corner, as follows: g .
"Enclosure No,  to CIA 7SC No. ™ | )
. A 2 " " N, "f( }.ﬁ
Vo2 ' ﬁ/‘h.:,:f.ﬂ-.'.'.uﬂ > n Lﬁn" 7 N
O I8 g g u e A9
4 AT e If the attachnnnt is a T8 document, -enzer AnnefoAbelow the '.['S"c@hral- ‘ \, ¥
L e J,_ - g
5t C» 3 :‘l.dent’.lﬁcatiog muuher in f.he lover right corner or first pag2 or cover, On X %
m",..'r_r'-,i__..-v“'-"” Mﬂwﬁn;f ‘_.:. elrlang ? 45 [P
PR each,pageof the ja utachmeng)tm- Annex A' 3;_, orhappropr:l.ate letter) en-each ot ﬁ |
' page-of-the-annex, . ) _ f/& D :w=
L by - .

' ¥ERO| XERO': ' . [%ERD ) %
' 2OPY 1y - e e _‘-cor-w‘. v— — ﬂcopv - - . wan - K;::
N . e e e il B T

\
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/. DISTRIBUTION - 2 LAY W
CALARS v‘"? t .J.
The distribution of the orig:lnal and coplies of TS orrespondeng is shom A

on all copies retained in the Agency., To indicate this distribution, type N
the word "Distribution” flush with the left mergin, two lines below the .
1lsst line of the memorandum or létter. Immediately ‘belo; list the. re-
cipients of the originsl and each copy of the correspondence. Xxamples
D'.ls bution:
0. 1 and 2 Addressee
- c/YY
- ¢/zz
- c/xx
6 RI
. CLASSIFICATION AND GROUP mmm \ r S : % (5 (4
K4 ! 5 1 u 1
, "Mm—aegemsifmtiomﬂm*ryoup-mamngnm (: (e TN
AR R | TR LML T M DI : : (e
5 ! unia_by-regulnt slshall be placed imediutely below 0;,“{: ;/4
B\T.u-.- ‘ ;' adJacent to the clasaification-na:king at the bottom of the first page. el ()\,«’:\ '
T g At " ¢ PR ETS S ¢ e g AR AL s o e + o vt TR no-—c--“‘""'" S Pt g . v, "Tpi’ g l' a4
e ' : gk {70 &
8. T0P SECRET CONTROL ., | o S
After TS [eorrespontlenc ba red, all controls for TS material
t e ? . - - _ 25X1
35 v, must be 1nitiaf.e_q. overing-clresified.documents for prop- :
L -'J e .

. 24
“._4%" er bandling. Consult your Area TS Control Officer for any additional

.~*".2 informetion nececsary.

k5

3‘:’553-3\% y . .g%éé"'
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M{Lﬂ'ﬁ ""V /Pf’:ﬂ)’:y

‘!1. GENERAL

Mooy kinds of reports are written in Govermment. They are not alweys
easily distinguished from other types of communications. A simple_ state~

ment of the progress one has made on his job may be preparedonapoprinted}

form. Other informal reports may be prepared in the form of letters or
wemorandums. When & wore formal arrangement is desired, the style 111113-
trated in fl;e::;;i‘bit may serve. Some reports include draw:lngs ’ charts,
tables, exhibits, footnotes, and bibliographies. The report writer will

tell you what style to use for each report he submits for typing.

’rcL
\.._ {2. EIZMEWTS OF A FORMAL REPORT

A formel report way include the usual components of a book, such as:

Title page

Table of contents

Tebles, charts,and illustrations
Foreword, preface, introduction
Acknowledgments

_Abstract, synopsis, ma.‘]or recomendat:l.ons
Findings

Discussion

Detailed recomzendations

Exhibits, appendixes

_ Bibliography
Index

It is unlikely thet any report will contain all of these elenents. For
instance, an sbstract is frequently found in a scientific repat, as an aid
to busy readers. It is not suit:d to a narrative report. One of the most

PR common types of reports, the sta"r study, usually has a title page, a syn-

oa:ls which includes major recmndations, & discussion with detailed
recowmendations, and exhibits. '

k6

T
{ XERO

T A .
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5’3. JY¥PING~A DRAFT OF A REPORT
Double space & draft of a report. Date each draft that you type and re-
tain those drafts which show concurrences, until disposal is authorized.

: 5,’;. PR FINISHED REPORT
The finished report is usually single spaced. The title page of the re-
port must carry identification of the originating office and the date of
completion. Exaumple:

Prepared by
Office Mathods Division
Federal Manual Service
Date

(4
t5. MARGINS
Space the typing of a report to suit the format in which the report is to
ok )
be presented. General}ly, allow a k:lmh margin on all four sides. Where
- n :n—f- '

a binding or tabs are ,used, the margin should be set to accommodate these
and still give the appearance of text centered on the page.

3,6 HEADING
The title of the report, typed in capitals, is centered i;\:!.nt:h from the
. . .

top of the page. If there is a subtitle, it 1s centered ‘,a‘ 1igea below
the main title. The subtitle may be in capitals, but it is usually typed
vith initial capitals only. The capiion of the first part or the first |
section of the report, preceded by a Roman numeral or a capital letter,

may be centered beléw the title, or way be typed at the left margin. Cen-

ter headings give a report a formal appesrance. More than two of them

should not be used consecutively. Special instructions ,frou the writer PO :
ML 1 "'L\ 't(h-"o‘(']‘ ul Z G.- :-,_;.'u- ) 'v‘,‘
may be needed for warginal headings, ]E_he@_;_glelxrollmd in preparing a 7 vt
? report is shown 1n-Bxh-.tb:t-t.- f-,»uv'v‘ T—— ? T!,-,—x.
bt
-' q‘e’f&'?h_ J "E"° - . . - _— ﬁ'&
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/
4T. PAGE NUMBERING
Rumber each page except the title page and the first page of the body of
- plact Rt Ltrmaa.
the report. Always ,tmzm'ber in the same position. The preferred lnuti.on
for page mumbers is the upper right corner, Pages of prefatory material,: _
including an introduction, are often numbered with lowercase Roman num-
erals. Beginning with "2" on the second page of the body of the report,
nunber with Arabic numerale all subsequent pages, including appendixes

and.’tti'l index.

/
8. SIGNATURE _
- If the report is not submitted under a signed menorandm, leave space on

¢ ,,,. 9. CONCURRENCE : ?
;.:jl .} d Follow usual practices in obtaining and recording concurrences.

. cmmr srviz |
In this paragraph, the word "chart" refers to charts, tsbles, graphs, and
other statistical or tabular material.

a. gcing a chart on 8 page. If posaible, place a chart vertically
on a page. When it is necessary to place a chart horizontally on the page,
turn the page clociovise to read. That is, the title is on the left side
of the page, while the bottom of the chart is on the right side of the
page. Generally, & chart of ovar 30 lines requires more than one pege.

Do not divide a chert which requires less then a full page, even if the
Previous page has only a few lizes of typing. If a chart requires two or
more pages, it way be typed on a sheet large enough to accommodate the entire

48

N -?
. . o
XERO - XEH b

'x\l-a oy Ty ﬁ[
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chart. /fhe sheet is then f0ldsd to & size slightly less then that of the

L4 - / ) .
paper on vhich the report is typed. Be sure to fold the large sheet off
center to leave 'a single edge for punching or binding. Edges, other than
the edge on the bound side, wust be free so that the chart can be opened:
without removing fasteners. Printers prefer to arrange large charts on
two facing pages rather tham to fold oversize pages.

-be Placing headings or titles on charts. Headings or titles are pre- -

ferably typed with initial capitals. They way be above or below the chart,

Tables usually carry the heeding at the top. Example of a heading above
a table:

Table 19. Total Value of Products and Elements of Production Costs,
Manufacturing Industries of the United States, 1945-60

(Body of the table)

If a table or chart must be.eonti.nuad to the next page, repeat the com-
Plete title; follow it with a dash and the word "Continued.”

¢. Typing references below a chart. Flace footnote references .*inlines
%em'bh-the chart. Single space footnotes and double space between them.
Footnote references on charts containing numerals may be shown by an aster-
isk (#*) and other syuwbols s Or by lovercase letters, thus avoiding confusion .
with the numbers in the chart., Place source or credit lines below the

chart at either the left or the right corner.

d. Boxing tsbles. Nerrow tables of two or three colusms that can be
centered within the rargins of the text look better without ruling. Tables
as wide as the accospanying text look better with ruling. Iong single spaced
columns should have a space break every 5 or 6 lines for ease in reading. In

columns showing dollars, the dollar sign is placed only before the first fig-
ure and the total. . hg fYXERG

F,!copv F—'-T- - E—vp,g cO_Fv!
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TITLE OF REPORT IN CAFS.

A, Bynopsis

Give a brief summary of the reason for the report, who requested the
reportger-stwj and the purpose or-adws to be accomplished.

Sum up the recommendations:
le List theme « ¢ ¢ ¢ ¢ ¢ ¢ o
2. &cm L] * » L] L ] L] [ ] L ] ® [ )

B. Discussion _
1. Pollov standard paragraph instructions in presenting the discussion.
Proper indenting, m:m‘ber:lng,and lettering of paragraphs will make the
report easier to read. ,

2. Iead the reader step by step through your discussion. Place the
main ideas where they will stand out&fﬂrst or last in each parasgraph.

b. ® & & & & o & 9 @

3. Concrete and specific words are mmlﬁ wmore familier and clear. . «

C. Conclusion ard Detalled Recoumendations

1. State the results derived by a reasoned Judgment and provide a direct
golution. Attach supporting dccuments, graphs, or charts.:

e ——

/‘/ Fﬁ:riﬁﬁ e Format

_r,és.'2°,_.,,,1 — mg‘éﬁl .. FF
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' FIZSO0H | ' . 'H HB 70-3
CORRESPONDEKCE -&i: | 1963

CLf&,jﬂ':nmcss, m, AND MINUTES OF MEETTIGS

bl. NOTICES OF MEETINGS ' Q( }2‘_& -
5‘; annpouncenent of a mee'bing-hy\dutﬂmd far enough in advance to al- '. '

row Batdiatponts o peictent tive to plan to attent or to designate

alternstes. A notice of a weeting may inolude these items:

a. Identification of the agency or group sponsoring the meeting.
be HNumber of the wmeeting, ﬂAm of a series. The nuuwber may be -

L4

shown in the title, as in the enllpleA

¢. Name of the group holding the meeting, or the subject to be
discussed. Example:

Notice of the Second Meeting of the Geographic Working Committee
d. Date, time, and place of the meeting.

e. Neme of the chairman, speaker, and so forth, as appropriate.

: W__-,A.a a-\-'{f‘L ' - c
£, Agenda, and-supporting-paperss. The agenda nayAbe the -

et » . x
notieok_rf—-iﬂa—addod, the titla“m shetd=be centered on the page
and followed by a list of topics. Instead or the agenda, a paragraph .

stating the pwpose of the weetlng or d:lscussing the topics may be added.

e S s e 1o+ 7 Py Sangy, —_.-—x& Nt i 01 1 Sy e A e R e €1 T D Betea g AU

f/\—.
/Sometimes pa:pe-s to be ccansida:ed’\&n—eﬁmsur the neeting aecompaw@
‘ notieew e ——— Lo T T b e ety W e g« .ﬂ_.-d,_,ui"'ﬂ""-"“‘—-

e T tg Bae N o c'Cw‘L(f_,
/ aAH! ﬁqdzfﬁbg,i e e S

[ Fo- !.z,a.A‘.rr: 'ffJ Aty Y T p{ﬂl T:Ec’fh?)_ -'/fM;] [f’ LW
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[ 2. AGENDA POR MEETINGS
Agenda means literally "things to be done.": The term also applﬁs to the
document 1isting things to be done at & meeting. If the topice to be dis-
- cussed are known before releas_e of the notice of the meeting, the agenda .
may be typed as.part of the notice or as a separate document to accompany - !
" the notice, If the subjects _ror discussion are not known when the notice
is released, the agende way be sent later or distributed at the meetiing.
During the meeting topics are discussed in the order in which they éppear |
in the agenda. The topics,.ee stated in the agenda/ way range in length
from words or phrases to paragraphs. If the agenda is prepared on a
separate sheet rather than as part of a notice, it should have a heading.
v that identifies the weeting. The following items may be 1@01@& in the
agendas . .
' 8. Identification of the agency s;ponsérin; the neeting; .

b. RKeme of the group holding the meeting, or the subject to Dbe

discussed. Example:

Agenda for the Third Meeting of the
Task Force on Scientific Development

¢. Date of the meeting

e
Am,uqre‘?tefed, if it is not included -ia the ageniy~
f]f’l;v\"‘" Y > wrnf ,
ﬁentiﬂcation,{ as shmm m*beragraph b \t’,

e. List of toples and subtopics, if any, numbered and lettered for

ease of reference.

52
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f. Su;pportingn papers, if any. Each paper sent with the a'genda may
be cited. in th;r:;e;:;hich applies to :l.t>or may be explained in a para-;
graph following the agenda. If papers are not forwarded but are to be
wade availsble at the meeting, they may be mentioned in the agenda sent

in advance of the wmeeting.

L3. MINUTES OF MEETINGS
Minutes are a written record of a weeting. They are not a transcript of
the discussions 'bu'l:. are a coneise, clear summary of the resulting con-

. clusions and recommendations. Minutes often i teate action to be tsken
on the conclusions or recowmendations. Mimutes of meetings may include
these items: _ . '

a. Identification of the group spomsoring the meeting.

b, Title. The title may give the mmiber of the weeting if the wmeet-
ing is one of a series, and the name of the group holding the meeting or
the subject discussed. ' .

¢. Date, time, and pla'ce of the meeting.

LI

d. List of those present. The list %i-ﬂ identify the chairman,

uembers, alterpates, and guests.

e, Text. Tha text of the minutes is usually arranged by topics.
Paragraphs wey be identified by mumber and title to correspcnd to the
agenda items. Mizutes of the met:l.né of an intra-agency group, such as
a staff meeting, wey take the form of a "Record of Action." In this
record, the action required and the individuals responsible for taking

the action ere shown, thus providing a ready reference for followup.

53
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f. Identity of the secretary responsible for'preparing the minutes.

‘'@ Additional inforwation. Items way be added to the winutes,
showving the date of the next meeting, assignment of duties to specific
members, or any other information not included in the text. - LT

NJ': .":kr.'r.'
[,h. STATIONERY FOR-NOTTCES; ACENDA;-AND.MINUIES : ’{‘ )
i . 7 che
a. cStationeryy Use plain white paper for notices, agenda, and minutel) \ _P‘,;\,

unlees instructed otherwise. Formally organized grm:bs sometimes use

. appropriately printed statimry.iermtieesrmm{qrthh

‘b. ©Gopies. Vhenever notices, agenda, or winutes are to be duplicated for
distridbution, you mey type the material directly on a duplicating master.
This waster can be signed by tha sécretary or other official, If aE:avb-
.ué’signatwe is needed on & record, prepasre an original on Plain paper

and have it signed before typing the duplicating master, If ag-amqﬂ nec-e’uﬁ.
sigpature ;s not needed, a duplicated copy mway be filed instead of a ligna&
original.

SPACING- .
5. HATOUT-OPF- HOTICES;~ARENDAy—AND-MINUTE

2. Mergine. Arrange notices and agenda of meetings on the page for best |

L

appearance. In typing minutes, cbserve the usual 3winch margins.

b. Spaeing.. At the top of the page, center ldentification of the spon-
soring ageacy or group. Arrange the title, date, time, and place to use
_ the availeble gpsce wost effectively. Single space a paragraph which ex-
Plains the purpose of a meeting. Also single space the agerda, with double
spaces between items. Yoa may set up the ‘text of minutes as showvn in w <2,
~exhibit-at-the ond-of-this-chapter, |
Sk

' x:tfo-

oFY gy -
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{ 6. DISTRIBUTION LIST

For groups that hold recurring weetings, keep an up-to-dste distribution

list of members and their alternates.
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FEDERAL SERVICES ADMINISTRATION
PUBLIC BUILDINGS DEPARTMENT

_ Notice of the first weeting of the Space Committee
for the New Building

16 myl 1963 | 9130 a.m.

1.
2.

3-
k.

Room 105, National Headquarters Building
AGENDA

Description and background of the p;ro;]ect _

Establishment of bagic concepts for guidance of the Space cqmitte:o
a. Major contents of the plans

b. Perumissive character of the plans

e. Format of the plans

Review of detalled outline of items suggested for the plans
Establishwent of ubcmittees- and work schedules

Enclgsures H

XERO}

‘Condlensed outline of plan
List of. sugrested subcommittees
Proposed schedule for the project

&COPY i.q‘

, ' 6 ol
-fxfiﬁ' 19: #(Agenda ice/of Meeting
ey SOBY e 3 . - E,... —r éSﬁ?a
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e g Jﬁe?’ Recorder
[, Next weeting:\V9:30 e.u.,
A X ' Room 111, Interior Building T e
t}@ﬂ“ F‘;.a_mixmﬁ; 20: / Minutes of Meeting . T ——
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FEDERAL SERVICES ADMINISTRATION
RECORDS SERVICE OFFICE

Minutes of the first weeting of the Working Coumittee on the
U. B. Government Correspondence Manual

16 July 1963 | 9130 a.m.
Room 111 Interior Building
Chairmans -Eerbert Wayne

Members present: Liat sll those in attendance

1. Bacg.gound of the project. The chairman explained the reasons for
whie cond Hoover Comuission recommended a standard correspondence
manual for Government. Use of the same mamual by Federal agencies would
‘result in uniformity in correspondence practices; would require less
training of typists, especially those transferring from one agency to
another; would lower printing costs of manuals; and would meke it unmnec-
essary for nevw agencies to develop their own manuals.

' 2, Establishment of besic concepts

e Ma;!or contente of the manual............-.........-.-..-...-.o.u-

b. Permissive character of the manual...............................'

c. Format of the mamiAlecescssccercvsccsvcnsssscnsncscncnsscscsaniscese

3. Review of detailed outline of sub,jects......o....n...................

k. Establishuent of subcommittees ard work schedules. The yorking Com-
wnittee assigned ucwbers to subcommitiees. Tas list of the rieuwbers of

each subeomrittee is atteched, The proposed schedule for the development
of the manual will be discussed at the nsxt wmeeting.

A. B, Notar

i L o T o
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RE&GEDSAWCOMM BATBeoR HBB 70-3 .‘\_‘M_:‘; :

At—ﬂf'
" el Bt
O,\.,,;}ﬁ,m REVIEW, CONCURRENCES, APPROVALS, AND SIGNING AUTHORTTY /\}«a"" ~=; i

. -é.",""’ p,.) v
. VIEW AND COMURRENGES : |

a. A cials other’ than gl oAl shall indicate théir review}by oﬁ;gw :

‘,.U {'\-AI‘ ‘initialing a'bove thair organizational designation af at_the ] bottom of the ?"‘7(
- t‘lo F’ § ——— e T M

T
'o(\p'*"’ ynllaw official file copy. The date of initialing ghould also be shown 91 A’,\,w'«* ‘

o plralt
!}';o“’\::\,.g The origimtor-vﬁﬂ: initial over his typed pape. -

o .(__-. -/‘E_}. .
g ‘ M{:* 9.
. %’,o b b. Concurrences mway be indicated on the original and an copiea of mewo- e ﬁ{;
N A QLocursndy T “*f\f:; |
A -randuws which will not leave the Agency, whan it 1»s desired that concur- ('/'r” -’L\D :
h* N
: rences be wade an integral pert of the cmoapenﬂma. This method is V:rit (",A‘f '
' I
particularly desirsble when considerable coordination or concurrence is "\ ;
T ] . s)\ .\‘4,5
necessary outside the originating office, or when the signing official or U L P ,nm
the reeipient of the memorandum may desire a record of concurrences by the W v t 2
¥
officials’ }gsgmmes and titles. — . ‘m?’ Y‘;&
provide for these sisnatures, type the word “concunaﬂncz" f£lush with v”‘v.& >
7 2T
s w{m the left margin four four spaces lyzelow the signature line. Beginning five AR >
it N
r ‘_M, lines below the wvord "CONGURMKCE" even with the left wargin, type & solid
* / line for the signature of the cfficial from whom concurrence is desired.
’_;-nv‘ )

: v‘ Beneath this line type the official‘’s title. To the right of the signa-
o3 :

ture 1ns type a solid lns for the date o.lel‘ype the word "Date" beneath,

58
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-this=ding,, Repeat this arrangement for each concurring signature desired.
Leave five spaces between-eesh signature 1linsS. Example:

CONCURRENCES ; |
Director of Tramsportation & ._.— — ( —Date -

1 . O . S .
) ! .
/ <- ___...;.
Couptrélier & S // e

. { Jﬁ‘)‘"“
¢. On correspondence prepared for signature of tha%iu‘or m)c ~one of thc - 7
7 Exeontiot plall et

two coples forwarded for retentiom in the,\Regi.stry files wiH bear the

signature and title of the originator and each concurring office }) _
eriginxtor-and-concurring-offiviaist-gignatures—shouid-be-Gdontified by
the words "ORIGINATED BY" and "CONCURBENCES“ respeetive]g The second

AT

copy for retention in the files of the and all other Agency coples

need not bear the signatures. Typewritten names will suffice. )
fT) ARt e, % e

W&
a. IRDIGAMGAPPROVAI.ASAHIME@ALPARTOFA!MANM

PV | ~
a. To eliminate preparing additiomal = p&ﬂenee at approving levels,

& space for the approving orﬁc_q.al's signature way be provided on the orig- - ‘
inal and all copies of a memorandum which will not leave the Agency. An .‘ «
approval line is indicated by the word "APPROVED" in all cape begun one

or two spaces to the right of the center of the page, and six apaces below _

the last signature lire. Two or three spaces to the right of Iﬁ:’l'P -‘ﬂ;’( ’QN

59
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and-on-the-ssme-tine type & solid line for the date. Cenmter the word

"Date” beneath the line. Two spaces belo5t,vpe in the approving official's

name in initial caps and center his title beneath. Exauple:
Bignature of Signer

APPROVED: L N f’
FolaBaBate — W\ i
£ e
| . x‘\' '.\,f.!,;‘*r/’ .J.
P ster 4 N A H
. . q - v rm— lﬁ*“ﬁ “‘ o ‘../
g V&R g
7 Y. Ecnlider the following nquiramentaAwhen an approval line 1s useds . J\%7 oo
( - f K . w:_ ‘{!'-!‘i ]
(1) In addition to the criginel (which 1s usually returned to the
originating official for naeessary action) prepare a copy for retention 'by ' '\_-"."} i
the approving official. Furn:l.shElmil eopies if the approv:tng official is o5
AW vy : ’\f- : ‘ BeR

- sr._

%

-~

the mreetor or one-of—h.':s Da:w#u.

(2) Action of the approving official shall be indicated on all copies.

7 Gt
(3) Under no circumstances will information or file copies be dis~

tributed until action has been taken by the approving officisl.

‘fié 'RESPONSIBILTIY FOR REVIEW AND CONCURRENCES
~ 8. It is the originating .orficial's responsibility to secure all necessary
review and concurrences within his organizational element, and to provide
adequate routing of the correspondence to other officas for comcurrence.

ﬂﬁ(ﬁdequate routing™ includes a review of the assembled correspondence

to ensure that routing slips’bear the names of every office concerned.

6o

- XERG . I XERG" -gwel Ct¢
oy — g B ———————— '
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t‘/"“ |
’ X ﬁ‘l . T Lo
4?"'VL u'w:"’ ¥ 2 bt

Reviewing officials shall si.gn or initial originals or copies in the r,a},,, }
e s et inaet? . .

R PRV TS :
* ;w &_ spaces provided, Qualified concwrrences or noncomcurrences shall be in- k _' -
3 4 ! o ‘--: L
(\!\- dicated, and the reasons therefor typed to the right of the official's i\ ; “ _;-__f
: ,\ o+ -IJ .

l
' }W'y} ' signature on the original end all coples “r‘mm““‘“" T copy for the _‘f;"'

revieving official will be forwarded from :the ofﬁce of the signing or- _ ’\.C-"':
. \.ﬁ" b
T)'Ki: ' ficial after the document is signed. oL N o
A “MJ‘"W’?WW‘?W;&L&W Aw’ ' e e e
c. zft is the responsibility of secretaz:} _  to type,p 7
"'“M ”» . .
m newes of) concurring officialj, the date sction was teken, and any

——
other mtations of concurrenee or qual:l.ﬂed conctn'rence. ' each copy of-)

mﬁa a:ne:grm@t will not leave the Agency_,f— concurring ofﬁcial's
QCBW signature shall be mdieated above his title in the following wanner:
b @)

)(‘m FOIAB3B 8 |
_ ) . Director of Activities

7% ) ) .

D‘p‘% Af. AUTHORTTY 7O SIGN GORRESPONZENEE- ) (iNg' an k) / %W,Q/
‘?’ ( delegated by the Director to certain Agency officials. Other authoriza- gﬁ}’&
t Lt‘ *J" - -4«(\ w

The authority to sign for the Director of Central Intelligence has been
tions to sign eorrespcmleme have been delegated at Deputy Director,

W
1; Assistant Director, Office Chief, end subordinate levels. The following

T‘P’Qr ﬁ general rules apply:
Lc,fiﬂu AM'/‘M M'l’d

nce addressed hor:lzontally shall be signed by an official

at the same level as that of the addressee, or by a person to whcm euthor-
ity has been &elegated.
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Z “t

L4

U AL d 0T . '
b. €orrespondence directed upward shall be signed by or directed through

the chief of the element immediately below that of the official do-whom-

addressed.

7" - . ? . ' . -\\g:"k;'_
)..e.él’lb‘\d oh Mgt ” — ‘g * ' v’ £
¢. Correspondence directed downward shall be /signed by E_I directed through /i‘\v"""-.\_mé

e

m‘\'e-!.._ .

the chief of the element immediately sbove that of the officlal.to-whom- C° " :E’ :
A ) N
addressed. _ Q_h:\:g:d &

Vs

. . e, ) T Frriiged . -
XERO XERO : -1 XERO — x!
N rOoPY h . e ﬂcopv oy - - e ’ cqpyn . - . ©:
i+ L-. ~ % . . 3 ! o F X . . -
o ' E - . h
p o B -,
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10 spaces

It is recommended that the verbal agreement deseribed herein de concluded

officially.
5 spaces
- FOIAB3B
. Chief, Managemwent Staff
4 spaces
CONCURRERCES ¢
General Counsel : ' ~5ts
APPROVED:
Date |
FOIAB3B
_ Deputy Director ' :
_ _ _ Gi-eomponent)-
Distribution: ' ‘é""’ X KA
Original end 2 - Addressee
. 1-D/fR
1 - 0Ge
1 - C/Mgts

1 - file (with basic)

L [ T

e . 63
Eihibit212Concurrences and Approval

- ads e
& - - 'ﬂCOPY - :
S Y ' 4 LT
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RECORES AN CORRESPONDENCE BLIZEOCK~— . o }-HB T0-3
TYPES OF
CC jfx ‘AENVELOPES #ND-MASEING

'H CHoIcE oF ENVELD PES |
" When wail is prepared for transmittal it is iwportant that the proper

envelope 8 used to /fnsure_ correct handling. Window envelopes should be

used whenever possible. When a window envelcope cennot be used, select a 4.
regular envelope of the appropriate size. . o ?. 4
’I:h PENA LT‘/ TN3IE(A MAL o AN '
i s b
_ . S W T
a,The Agenc'y uses bo'l:h penalty 1ndieia ('rranked Aanﬂ nonpenalty envelopek;
e 7\ and la'be].so. The penalty clause, "Penalty for Private Use to Avoid Payment

A SRS

- of Postage $309)" appears 1n the upper right corner of the franked enve-

b TAI J‘-mwg webbyadiein) o & dakely i
el - Wﬁ(‘h *Iaro{e%&m available~
Y " 3 . -

White envelopes, 8~7/8"X 3-7/8" and 9 ":x:h-x. g S LTSN
C L Whiteﬁfnamv en;rglo;pel) 8-7/8 x3-7/8 -% / ' - '
~— " Prowii envelopes, 12" ! X29-AM
_ Labels, guuuwed, 5"’3:’3" ? o
g'&%_ BP0 C e eesnes OTHERTHIN CHAN ENJELO5.
o The Bliw it 1y prd of. eneonpimalty cantlopidy oThinTham eham smuele opes, ahe avafalbys
“hi: ?;im;acr:—a, 3-3"xrg", 8-7/8""::/'3 -1/8% a;a 9-%":::; -1/8" '
..;g cpique dasign iuside 8-7/8" % 3-7/8" and 9-z"x%.1/8"
L Mﬁmw cavelop, 8-7/8"'::1’3-7/8" xh-1/ )
White, A1F }ail, red and blue border 8-7/82-;::3-7/8" (both plain end il -
opaque desiga inside),and 9" xuh-1/8"
Brown,envelo o3y, various slzes) £55m 5-7/8"21:..3 -3/4" through
18"\':]:,,1' 1“

ﬁ\\"""‘ - -
— J‘m?,ejﬂmm EREEOE0- il wwﬁm?aem aﬂawl“:g‘f}

Browmg)iz"" '715:; 16!1):;1,(1_;

. \\".I' )

. v ] o : o o7
XERQ XERO® : IXERD ' - X
cOPY wee v e -ﬁcopv " - o e PR eqpvh- - o ! ot
' ---‘ . ¥ - - ! . . . r-"
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wak €3 o
b, )i'ha/‘ )ﬁ:ltt#nrpose Envelo;pes m emmaged;)zor internal routing,) These

envelopes -ere-ﬁeg&gne&-mAa v:lndow pocket attached. to the outside to

aceomc&ato a courier receipt being used as an address label, or a 3"3:_3
card or paper on vhich the address is written. The envelopes way be
reused by removiné the addressed paper or card and mser;b:lng 8 new one
proper]:y addressed. '

ST

\\-— ¥ . . -~ ° 4’%“1
CHATN ENVELOPES. - o Ggmw mﬁwﬁ"

r':s Government Messenger Engvlope, standard Form 65 Asizes 12" x79-4"

and 167xJ2". — S S

7 ' -.!r\..r\ i
C’[ hmwxf*r&m fj} Q‘ e v
-Eo—be,\used for sending material between Government foﬂ.ces aug agencies .
!}I:-'._'i '

3

the chain envelope )enter the Stop Kumber for the addressee'’s agency in . “ . gt

o

unless prohibited by security or operational requirements. When using

the space labeled "Stop".

TS Lo :
);;;‘%%‘" e | ettt

_-.—--wa'-:m—.-nu-a-n-\
!l‘l'( F . . ’ \

LY . The use of renalty indicia is a matter of convenience and economy to thas

Govermment. Officisl mail qualifying for transmission under penalty indicia
! 1s broadly limited to official letter correspondence and enclosures that are
reasonably related to the subject matter of the correspondence, _ /

(I)Penalty indicia should not be used for: | /

ﬂdu.c,(/l ; v

(a) Mell on which additional postage is required, 2B® airmail, mail for C-',";"i"

wost foreign countries)or nwail w:ighing over four pounds. ' ; ¥
e e oD e : ]
65
xznoq '-’-‘?55' .

-. ,\,{:"Sﬁéﬁ Hcopvp-—-j ) [ ; . ;.-CO_PYM_—-.

ox) .
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’;:"-':241 ‘\'q "l
5\ . e T
f\/‘\ B R PMEPRTRO

R L] f

(‘b) Personal correspondence and other unofficial wail even thovgh a post-
age stamp 1s affixed over the Penalty clause.

(c) Inner envelopes used for double sealed material.
16

: 4 '
(d) Mail sent outside thefost Office chamels (by messenger or courier).

(_2)—!a—edd§.tion, 4o not place a franked label on & franked envelope.
- )

"y . e,
XERQ) { XERQ

.
\\

.,

R F.ﬂ:c-opv h—-—ﬂ- _ *F"""{ co_nv!- .
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< U734 44 CORRBSPONDENCE E&IES00K f}m E‘170--3 |

Chaden Ko Avressmio wam FIVELOFES -
) 7,:. 4PPRESGING ENVELOPES FOR TRANSMITTAL OUTSIDE CIA
=a» In addressing en envelope, begin the typing at approximately one-half
the depth and one-half the width of the envelope. Single space the name

“ing

" and address in block style. The envelope address ﬁHpba the saue as the?j“v»’-:‘l ”“'
address on the letter it carries. . : TEPR
P '.ﬂ Y,
a5 If correspondence is 4o be dispatched by special delivery or registered (.°| o
mail, type the words "SFECIAL DELIVERY" or "REGISTERED MAIL" in all caps

four spaces above, and flush with, the address.

b. If correspondence is to be dispatched by /{#O(#L, no special instrue-

tions are necessary Frovided an a:l_.@ail envelope 1s used. If an air&ha:ll
| M!‘ ceialeh
i

: envelope is not eviAlable, use a plain white envelope without .er penalty

Y] indicla, Type the words "AIRMAIL" in all caps four spaces ebove, and
AL
ﬂ flush with, the address.

. s
C.8e PUtEY-AGEHLY Msid~~ If sentepte—~of mail being sent to another Govern- /. 1
7 o Fa e N b am Wadat g onea 7 y

R}
f, went agenc:ﬁ is unclassiﬁe.d #gioet_qron the envelope the addressee, tha _'\l
room,and Stop lm"EéE'](‘Do not use a franked envelope. (Delivery is made

by U.S. Officlal MNail anl Messanger Ser§1ce.) 2

PR AN

7 muail rdvin »i-vv T - dnnel i"“" FUPR L WU o '<“'¢“ff ..h\ (Q ”u ‘T-V“‘ (d,""k l\)” =
4 dp-. If jeomrespoiicnce is cLaesified attach Form 240 ,Courier Receipt. T
A A ool wtig oo T 9y e i
Bo not 1nc1ude , Btop nunber. (De-

Tnatca‘be the )ﬂoom numbe}r and building.

livery is made by’\éourier.)
[ '

P N

——y

A
oxt
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2%X1
The incorrect addressing of 1nte:$bff1ce mall results in transmisl:lon

delays anmd p@,ces an unwarranted burden on the courierﬁessengej service,
Personnel forwarding meterial shall ensure that adiresses-gontedn the £ol

lowing mromationf.a_ A.zl\-ow-u,'

a. Office of origin. . B

b. Office designation orhaddreusee (position title or neme way de

added 1if desired).
¢. Building.designations
d. Room number.

In the few instances where it is necessary to expedite delivery, the
envelope or package mey be marked "Direc. Dal:lvery" or "Delivery to

Addressee,” in addition to}E‘nfomatien required 4n-ajy—through-d, sbove.

- XEROY

L

Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6
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CORRESPORDENCE BANDBOOK - ' _ .~ BB T0-3 -
19673

CHAPTFREE - vorus o ADDRESS, SALUTATAN, ANT

{ CEMPLIMENTARY ClisE-

73
/. THERODUOTEeN— CINFPAL. _ .
The form of address, salutation, and complimentary close is frequently based

on the background, experience, and persomal relationship of the person signing

the letter and the person receiving the letter, as well as on its purpose.

&+ The examples given in this chapter are conventional forms in general use.._
They may be varied umder certain conditions. For example, "Honorsble" way be
repla.ced by a title such as "General,” "Dr.," or "His Excellency.” All Presi-’
denti;L appointees and Federal and State electlve officlals are addressed as

"Honorable.” As & general rule, county and city officilals, with the exception -

i

o hliencaad

of mayors, are not addressed as "Homorable."” A person once entitled toA".mdse,"
"General,” "Honorable," (“His Excellency; "\or) a-siniler-distinctive-tibie may
retain the %title throughout his lifetime.

5. In salutations to persons in positions that may be held by men or by
wowen, only the title "Mr." is shown in the exauples given here. When a woman
occupies the position, the title "Madam" is substituted for "Mr." before such
formal terms as "President,”"Vice President," "Chairwan,” "Secretary," "Amwbes- -
sador,” and "Minister." The title "Misa” or "Mrs.” is substituted for "Mr."

when the surname rather than a formsl title follows.
o : - +

-~ - . . . @La_ﬁ_.‘

T ~Whedt Interagencyueidt- ety Ba-delive:gi.in#aa‘ﬁﬁﬁbnr‘ﬂfjb‘:,' %v .

e o e —— { ew

(\‘b""'

' ;efﬁciarmd.l.aul‘meersenger‘-mﬁee, g"Washington, DC." way te omitted, i 67
Ttoe-iettes-ond.tho.eavelopa . .

69

oxit -
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| (4 7
cw*"'(")'

N

’ .
punctuation is used in addresses. Figures are used for numbered .
addresses apd for numbered streets designated by the ordinals beginning vith

10th. Rumbered streets désignated by ordinals below 10th are spelled out.

Additional ZIP Code Numbers may be obtained from the Agency's Mall Room..

Addressee
”L « TBE WHITE HOUSE
The President

Wife of the President

Agsistant to the President
Secretary to the President

Secretary to the President
_ (with nilitary rank)

1
75. THE VICE PRESIDENCY

The Vice President

The President of the Sepate

e

<y

AN I

“—Address opn Letter
L__ and Envelope —

The President
The White House
Washington, D.C. 20501

Mrs. (full name) .
The White House
Waahington, D.C. 20501

Honorable (full name)

Assistant to the President

The White House

Washington, D.C. 20501

Honorable (full name)

Secretary to the President

The White House
Washington, D.C. 20501

(Fuld rankf) (full name)

Secretary to the President

The White House
Washington, D.C. 20501

The Vice President
United States Senate
¥aehlington, D.C. 20510

Hororable (full name)
President of the Senate

Washington, D.C. 20510

TO

Balutation apd...
Complimentary Close

Dear Mr. President:
Respectfully yours,

Dear Mrs. (surnsme):
Bincerely yours, .

- Dear Mr. (surnaﬁé):

Sincerely yours,

Dear Mr. (surnsme):
Sincerely yours,

Dear (rank) (surpame):
Sincerely yours,

Dear Mr. Vice President:
Sincerely yours,

Dear Mr., President:
Sinceraly yours,

Approved For Release 2007/03/01 :
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-
- XERO

' F{:opv

Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6

Addregsee
7

The Chief Justice

Associate Justice

Retired Justice

Presiding Justice

Judge of a Court

- Clark of a Court

/4

4
75 . THE CONCRESS

4. THE FEDERAL JUDICIARY

Committee Chairman, United

States Senate

Cheirman of a Joint
Committee

F_“.—.eow s , -

The Chief Justice of the
United States

The Supreme Court of the
United States

Washington, D.C. 20543

| Mr. Justice (surname)

The Suprewe Court of the
. United States
Washington, D.C. 20543

Honorable (full name)
(Local Address)

Honorable (full name)
Presiding Justice
Neme of court

Local address

Honorable (full name)

Judge of the (neme of
court; if a U.S. :
district court, give
district)

(Local address)

Mr. (full nawe)

Clerk of the (name of
com; if a U.8.
distriet court, give
district)

(Local address)

Homorable (full name)

Chalrman, Comnittee on
(nawe)

United States Senate -

Wazhington, D.C. 20510

Honorable (full name)

Chairman, Joint Coumittees
oa (name)

Conzress of the United
States

'Hashing‘hon, D.C. 20515

Tl

Salutation and,
Complimentary Close

Dear Mr. Chief J'uitice:
SBincerely yours,

~n

~

Dear Mr. Justice:
Sincerely yours,

Dear Mr. Justice:
Sincerely yours,

Dear Mr. Justice:
Sincerely yours,

Dear Judge (surnhme):
8incerely yours,

Dear Nr. (swrname):
Sincerely yours,

Dear Mr. Chairmen:
Sincerely yours,

Dear Mr. Chairmant
Sincerely yours,

X
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Addressee

Subcommittee Chairwan,

United States Senate

Senator
(Washington,

(away from Washington,
D.C.)

Senator-elect

Former Senator

Office of a deceased
Senator

Speaker of the House of
Representatives -

Coumittee Chairman, House

of Representatlves

Subcomnittee Chairman,

House of Representatives

D.C., office)

e

Address on Letter
and&Envelope
Honorable (full name)
Chairman, Subcoumittee
on (pawme)

(Bame of parent committee)

United States Senate
Washington, D.C. 20510

Honorable (full name)
United States Senate
wasmnm, D.C. 20510

Homorable (full nawe)
United States Senator
(Local address)

. Homorable (full name)

Senator-elect
United States Senate

Washington, D.C. 20510

Honorable (full name)
(Locel address)

Becretary to the late
Senator (full pame)

United States Sevate

Washington, D.C. 20510

Honorable (full nawe)

Speaker of the House of
Representatives

Washington, D.C. 20515

Honorable (full name)
Chairman, Comwmittee on
(name)

House of Representatives

Washington, D.C. 20515,

Eonorable (full name)
Chairmen, Subcowmittee
0a (name)

(Nae of parent committee)
House of Representatives

Washington, D.C. 20515

Salutation and .
cqmplimentary Close

TTTE LT SR -
e e s ettt

Dear Senmator (surname):

Sincerely yours,

Dear Semtoi (surname):

Sincerely yours,

Dear Sené'i:or (surname):

Sincerely yours,

Dear Mr. (surname):
Sincerely yours,

Dear Senator (surneme):

Sincerely yours,

Dear Mr. (surnawe):
Sincerely yours,

Dear Mr. Speaker:
Sincerely yours,

Dear Mr. Chairman:
Sincerely yours,

Dear Mr. (surnmeme):
Sincerely yowrs,

TR+,
XERO -

CQPv" - .
. ' i ' !
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Address_on.lefter Salutation snd
Addressee ““and_Envelope—- _Complimentary Close
Representative Bonorable (full nsme) Dear Mr. (surname):
(Washingbon,n.c.,office) House of Representatives Sincerely yours,
Washington, D.C. 20515
{avay from Washington, Honorable (full nawme) Dear Mr. (surnsme):

D.C.) Meuber, United States Sinccrely yours, . -

House of Representatlves
(Local address)

Representative-elect Honorable (full name) Dear Mr. (surname):
Representative-elect Sincerely yours,
House of Representatives .
Washington, D.C. 20515

Representative at Large Honorable (full nawme) - Dear Mr. (surname):
House of Representatives Sincerely yours,
. Washing‘bon, D.C. 20515 .
Former Representative Honorable (full name) Dear Mr. (surname):
_ (Local address) Sincerely yours,
Office of a deceased Secretary to the late Dear Mr. (surname):
Representative (£ull nawe) Sincerely yours,

House of Representatlves
Washington, D.C. 20515

Resident Commissioner Honorable (full name) Dear Mr. {surname):
Resident Commissioner from Sincerely yours,
" (nawe of area)
House of Representatives
Washington, D.C. 20515

,f?
£. IEGISIATIVE AGENCIES
Librarian of Congress (Head Honorable (full nawe) Dear Mr. (surname):
of the Library of Congress) Librarian of Congress Sincerely yours,

.Library of Congreas
Washington, D.C. 20540

Comptroller General. (Head Hororable (full name) Deer Mr. (surnawe):
of the Generel Accounting Corptroller General of Sincerely yours,

Office) the United States
) Gereral Accounting Office
Waehington, D.C. 20548

Public Printer (Eead of the Honorable (full name) Dear Mr. (surname):
U.8. Government Printing Putlic Printer Sincerely yours,
Office) U.S. Government Printing

¢ Cffice

Washington, D.C. 20401

13

o
XERO

W

- CQPYA P
) = . o
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. Mdasansee.
7+ EXECUTIVE LEPARTMENTS

Menbers of the Cabinet

addressed as "Secretary”

Postmaster General (Eead
of the Post Office
Department)

_ Attorney General (Head of

the Departmwent of Justice)

" Address on Lettar

Qﬂ Envelope

\_-- g -

. R PR A

Honorable (full name)

. Becratary of (name of

Department)
Washington, D.C.*#

'Honorable (full name)

Postuaster General
Washington, D.C. 20260

Honorsble (full name)
Attorney General
Washington, D.C. 20530

~
-

PRI A A

Salutation nud ..
Compliuventary Close

P o

Dear Mr, Secretery:
Sincerely yours,

Dear Mr. Postwaster
General: :

8incerely yours,

Dear Mr. Attorney
Generals
Sincerely yours,

Under Secretary of a
Departuwent

Honorable (full name)

Under Secretary of (name
of Departwent)

Washington, D.C.%#

Honorable (full name)
Deputy Secretary of
pawe of Department)
Washington, D.C.%#
Assistant Secretary of a Homorable (full name)
Departuent Assistant Secretary of .
(rame of Departwent)
‘,‘l Washington, D.C.**
z

Dear Mr. (surname): .
Sincerely yours,

Deputy Becretary of a

Dear Mr. (surname):
Depertwent

Sincerely yours,

Dear Mr. (surname):
Sincerely yours, .

4
/8. IRDEFENDENT AGEKCIES

Director of the Bureau of

Honorable (full nawe)
the Budget

Director, Bureau of the
Eudget
Waghington, D.C. 20503

Honorable (full name
(Title), (neme of agency)
Washington, D.C.%¥

Dear Mr. (surname):
Sincerely yours,

Head of a Federsl Agency,

Dear Mr. (surname):
Authority, or Board

Sincerely yours,

Desr Iir. (surname):
. Sincerely yours,

Head of a major organl-
zation within en ezency
(if the official i &p-
pointed by the Precident) (Newe of agency)

P Wachington, D.C.%*¥

] /E’i* Include appropriate ZIP Code Kumber ﬁ‘bh/;"é'éch address.

P

f )‘l' Titles for Cabinet Secretaries are: Secretary of State, Secretary of the
Treasury, Secretary of Defense, Secretary of the Interior, Secretary of

Agriculture, Secretary of Conmerce, Secretary of Labor, and Secretary of
Health, Education, and Welfare.

Hororable (full nawe)
(Title), (newe of organi-
zation)

oxt

= N L S—-
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Addressee

President of a Commizsion
Chairman of a Coumission
Meunber of a Commission

Chairman of a Board

Y
gﬂ. AMERICAN MISSIONS

Awerican Awbassador

Awerican Ambassador
(with wilitary rank)

American Minister

* Include appropriste ZIP Code Muumber wiih each address.

Address on letter
—and Envelope

. e

_ Honorable (full name)

President, (name of
commission)
Washington—, D.C o*

Honorable (full name)

Chairman, (name of com-
mission)

wWashington, D.C.%*

Honoreble (full name)

Member, (name of com-
mission)

Washington, D.C.%*

Honorable ifuu name)
Chairman, (name of board)
Washington, D.C.*

Honorable (full nawe)
American Ambassador
(city), (country)

(Full rank) (full nawe)
American Ambassador

(city), (country)

Hororable (full name)
American Minister
(city), (country)

15

Salutetion and

Complimentary Close .

Dear Mr. (swmame):
Sincerely yours,

Dear Mr. Chalrman:
Sincerely yours,

Dear Mr. (surname):
Sincerely yours,

Dear Mr. Chalrman:
Sincerely yowrs,

Bir: (formel)
Dear Mr. Aunbassador:
(informal)
Very truly yours,
(formal) -
Sincerely yours,
(informal)

Sir: (formal)

Dear Mr. Aubassador: or
Dear (rank) (swrname):
(informal)

Yery truly 8,
(formal -

Sincerely yours,
(informal)

8ir: (formal)
Dear Mr. Minister:
(inforwal)
Very truly yours,
(formal)
Sincercly yours,
: (informal)

Approved For Release 2007/03/01 :
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Address on letter
Addressee and Envelope
(Full rank) (full nawe)
American Minister
(city), (counmtry)

American Minister (with
wilitary rank)

’U

)6 MISSIONS TO THE UNITED STATES

His Excellency

(Full nawe) _
Ambassador of gcountry)
(Local address

Foreign Ambassador :ln the
United States

Foreign Minister in the
United States

Honorable (full name
Minister of (country
(Local address)

Foreign Chergé d'Affaires
in the United States

Mr. (full neme)
Chargé A'Affaires of

(country)
{Locel address)

'gs

Al. THE ORGANIZATION OF AMERICAN STATES

Secretary General of the
Organization of Awerican
States

Hororsble (full name)

Secretary General of the
Crgenization of
American States

Pap American Union

Washington, D.C. 20006

L,
-XERO:

KERO
COoPY
x k
Y bl

& e |

Salutstion . ead.
COmplimentary c1o,sa

Sir: (foma?

Dear Mr. Minigter: or
Dear (rank) (surnawe):
(informal)

Very truly yours,
(forwal)

Sincerely yours,
(informal)

Excellency: (formel)
Dear itr. Ambassador:
(informal)
Yery truly yours,
(formal) -
Bincerely yours,
(informel)

Sir: formal .
Dear Mr. Minister:
(informal) -
Very truly yours,
(formal) -

Sincerely yours,
(informal)

sir: (formul)

Dear Mr. Chargé d'Arfa:lres.

(informal)
Very truly yours,
" (formal)

Sincerely yours,
(informal)

sir: (formal)
Dear Mr. Secretary
General: or

Dear Mr. (Dr.) (surname):

(iaformal)
Very truly yours,
(forwal)
Bincerely yours,
(1informal)

Approved For Release 2007/03/01
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Address on Letter Balutatlon.and.

Addressee - and Envelope Céuplimentary Close
Ad-, a——— A A 1 a2 o e e e sty - areee .
Assistant Secretary Ceneral of Honoreble (full nawme) Sir: (formalg
the Organization of American Assistant Secretary Dear Mr. (Dr.) (surname):
States General of the Organi- (informal) - :
* gation of Awerican Yery truly yours,
States (forwal)
Pan Awerican Union Sincerely yours,
Washington, D.C. 20006 (1nformal)
United States Representative  Bonorable (full nawe) Sir: (formal)
on the Council of the * United States Repre- Dear Mr. (Dr.) (surname):
Organization of American sentative on the (informal) _
States Council of the Organi- Very truly yours, _ !
zation of American (forwal) .
States 8incerely yours
Departument of State (informals

- Washington, D.C. 20520
THE— '
¥, /) UNTTED NATIORS

Coummications to the United Nations are addressed to the United States Repre-
sentative to the United Nations, through the Department of State. Exceptions
which are sent direct to the United States Representative include: <+hose in-
tended for the Econcmic and Soeial Coumcil, the Disarmament Commission, the
Trusteeship Council, and the delegation to the General Assembly (when it 1is
in session). Direct conmunication with the United Nations is Ilnappropriate
unless exceptions arise. Where it is necessary, the communication should be
sent to the Secretary General of the United Nations through the United States.
Representative by means of a covering letter. '

Secretary General of the His Excellency Excellency: (forwal) _
United Nations (Full name) Dear Mr. Secretary General:
Secretary General of (informal)
the United Nations Very truly yours,
- (formal)
New York, New York 10016 Sincerely yours,
. (informal)
United States Representative Honorable (full name) Sir: (formal)
to the United Nations United States Repre- Dear Mr. (surnawe):
. sentative to the (icformal)
United Rations Very truly yours,
New York, Few York 10016 (formal
Siacerely yours,
(informal)
7

- 'ﬁcoﬂv |4
o "'.-'
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Address on Ietter
and Envelope

/

Honorsble (full nawme)

Chairwan, United Stetes
Delegation

United Nations Military
Staff Cozmittee

United States Mission to
the United Nations

New York, New York 10016

Honorable (full neme)

Senior Representative of
the United States to the
General Assenmbly of the
United Nations

New York, New York 10016

Addressee

Chairmen, United States
Delegation to the Unlted
Neations Mlilitary Staff
Committee

Senior Representative of
the United States to the
General Assembly of the
United Nations

Senior Militery Adviser o
the United States Dele-
gation to the United
Nations General Assewbly

(Full rank) (full nawme)
- . Senior Military Advisger
Unlted States Delegation
to the United Nations
Genaral Asseuibly
New York, New York 10016

United States Representative Honorable (full name)
2 (c)the_Economic and Social United States Repre-
- Cowmell - L. senfative’ Gp) the Eco-
. pomic snd Social Coun-
cil of the United Nations
New York, New York 10016

United States Representative Honorable (full name)
7  (tothe United Nations Dis- United States Represent-
. [armement Cowmlssion we=""Gtive G0 the Disarmament
RV P Commission of the United
' T Nations
New York, New York 10016

United States Represcatative Homorsble (full name)
2 I\'_b_o‘,the Trusteeship Courcil United States Represent-
' '\\-.\__ _ e TR ELVE OnCthe Trustee-
T ,r . g2ip Council of the
Ualted Nations
New York, New York 10016

78

Salutation and.
Cowplimentary Close

gir: (formal)
Dear Mr. (surname):
(inforwal)
Very truly 8,
(formal)
Sincerely yours,
(informal)

Sir: (formal)
Dear Mr. (surname): -
(informal) - -
Very truly yours,
(formal)

Sincerely yours,
(informal)

Dear (rank) (surname):
Sincerely yours,

8ir: (formal)
Dear Mr. (surname):
(informal) -
Very truly 8,
(forual

Sincerely yours,
(informal)

8ir: (forwal)
Dear Mr. (surname):
(informal)
Very truly yours,
(formal) o
8incerely yours,
(informel)

8ir: (formal)
Dear Mr. (surname):
irformal)
Very {ruly yours,
(forma)
Sincerely yours,
(1nformsl)

1

ax
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Maressee

ﬂn. STATE AND LOCAL GOVERNMENTS

Governor of a State
Acting Governor of a State

Lieutenant Governor of a
State

Secretary of State of a
State

Chief Justice of the
Supreme Court of a State

Attorney General of a State

Treasurer, Couptroller, or
Auditor of a State

President of the Senate
of a State

State Semator

. Speaker of the House of

Representatives or the
Assembly or the Eougse of
Delegates of a State

+ Include appropriate ZIP Code mmbe_z"q

Mcomr h

_Address on Letter
and Envelope ¥

g o Y e g, —

Honorable (full name)
Governor of (name)

- (city), (state)

Honorable (full name) .

Acting Governor of (name)

(city, (state)

| Honorable (full name)

Lieutenant Govermor of

(nawme)
(city), (state)
Honorable (full nane)

-'Set(:retary of State of = -
. (city), (state)

Honorable (full name)

" Chief Justice -

Suprewe Court of the
State of (name)

- (ctty), (state)

Honorable (full name) -
Attornsy General

State of (name)

(city), (Stete

Honorsble (full nawe)
State Treasurer

(comptrouor;(Amtor)

.state of (name

(city), (State)

Honorable (full name) -
President of the Senate

of the State of (nawe)
(city), (state)

 Homorable (full name)

Name of State
City), (State

Senate

Honoreble (full name)

Speaker of the House of -
i Representatives (or

.. Assembly or House of

Dalegates) of the State

of (name
(city), (state)

each address o=

R |

Salutation and

LN

Cmplimentary CIoce

aptm st 4 4

Dear Governor (suimmojz
81nce:_-ely yours,

Dear Mr. (stn-namo)::
Sincerely yours,

Dear Mr. (uwmno)i:
Sincerely yours,

' Dear Mr. Secretarys
Siocerely yours, -

Dear Mr. Chief Justice:
" Sincerely yours, -

. Dear Mr. Attormy General:

Sincerely yours,

Dear Nr. (suroona):
Sincerely yours,

Dear Mr. (surname)s:
Sincerely yours,

Dear Mr. (surname):
Sincerely yours,

' .Dea‘r Mr. (surname): |

Sincerely yours, .
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- Address on Letter_ Baluistion and
Addressee and Envelope ¥ Cowplimentary Close
State kepreaentatin ’ - 'Honorable (full name) Dear Mr. (surname):
Asseublyman, or Delegate (Neme of State) House of Sincerely yours,
Representatives (or
. Assenbly or House of
-~ Delegates) -
(city), (state) L
Mayor Honorable (full nawe) Dear Mayor (su_rnit_ne):l
Mayor of (name of city) Sincerely yours, -
(city), (state) . .
President of a Board of  Homorsble (full nmame) °  Dear Mr. (surnawe):

Commissioners President, Board of Com~ Sincerely yours,
missioners of (nawe of : .

el
(city), (State)
c‘%
Iil-. ECCLESIASTICAL ORGANIZATIONS

Minister, Pastor, or Rector The Reverend (full name)  Dear Dr. (surname):
(with doctoral degree) Pitle), (neme of church) Sincerely yours, -
. (Local address) )

Minister, Pastor, or Rector The Reverend (full name)  Dear Mr. (surnawe):
(vithout doctoral degree) Title), (name of church) Sincerely yours,

Local address) L
Rabbi (with doctoral degree) Rabbi (full name) . Dear Dr. (surname): or
(Local address) Dear Rabbi (surname):
’ . : _ : Sincerely yours,
Rabbi (without doctoral .=  Rabbi (full nsme) Dear Rabbi (surname): -
degree) (Tocal address) Sincerely yours,
Catholic Cardinal His Eminence (Christian _ iYour Euinence: . (16
. name) Cardinal (surname) Dear Cardinal (surnsme):
) Archbishop of (province) . (inforwal)
(Local address) ) Sincerely yours,
Catholic Archbishop The Most Reverend (full " Your Excellency: (formsl)
. name) Dear Archbishop (surname):
Arcubishop of (province) (informal) :
(Lozal address) _ Sincerely yours,
Catholic Bishop The Most Reverend | four Excellencys (formsl)
- (funr nmze) ) “‘““"“7
Bilsaop of (province Bi
i(I.o.aal address) _ o (;::gn(.:'ﬁmm)'

_ Sincerely yours,
* Include appropriate ZIP Code Ruriber % each address.

8o

"

s o B . )
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Addressee

Cathoiic Monsi,
(Righer rank

-Catholie Monsignor

(Lover rank)

Catholic Priest

Catholic Mother Superior
of an Institution

- Catholic Bister

Catholic Brother

Moruon Bishop

Frotestant Episcopal

Bishop

Prétestant ‘Bpiscopal Dean

-

- . .\M
* Include appropriate ZIP Code Number with each address.

8
N ;

Address on Jetter

and Envelope _:_

The Right Reverend
Monsignor (full name)
(Local address) '

The Very Reverend
Monsignor (full name)
(Local address)

The Reverend (full name)
(add initisls of order,

if any)
(Iocal address)

Mother (name), (initials
of order, if used)

Superior, (nawe of
institution).

(Local address)

 Bister (full name)

Name of organization)
Local address)

" Brother (full name)

SNane of organization)
Local address)

Bishop (full name)
Church of Jesus Christ
of Latterday Saints

(Local address)

The Right Reverend
(full name)

Bishop of (name)

(Local address)

The Very Reverend
(full name)

Dean of (church)

(1ccal address)

81

Salutation and..
Couplimentary Close

oY, . F 5

XERO .. _ . XE
eo_ﬁva. ; i o cc
| S - bl - . '1 . r )

Right Reverend Monsignor:
(formal) L
Desr Monsignor (surname): -
(1nformal) -
Sincerely yours, .

Very Reverend Monsignor:

(£ormal)
Dear Monsignor (surnsme): °
(informal
Sincerely yours,

Reverend 8ir: (formal)
Dear Father (surname):
(informal)

Sincerely yours,

Dear Mother (nawe):
Sincerely yours,

Dear Sister (full name):
Sincerely yours,

Dear Brother (given name):
S8incerely yours,

8ir: (forual)
Dear Bishop (surnawe):
(informal) :
Sincerely yours,

'R:lght Reverend Sirs -

(formal) _
Dear Bishop (surname):
(informal)
S8incerely yours,

Very Reverend Sir:
(forwal)
Dear Dean (surname):
(informal)
Sincerely yours,

Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6
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Address on letter
and Envelope *

The Reverend (full name)
Methodist Bishop
(Local address)

Addresses

Methodist Bishop

Chaplain (full name)

(Rank, service desig-
nation)

(Post office address of
organization and station)

(Local address)

Chaplain (wilitary
services)

I
%é. MILITARY SERVICES

a. Army, Alr Force, Marine Corps
General, Lieutenant General,

MajJor General, Brigadier
Genexal

(Full rank) (full name)
(ebdreviation of -
service designation)

(Post office address of
organization and station)

Colomel, Lieutenant Colonel (Sawe as above)

Ma jor (Same as abo've)_=

Captain (Same as above)

First Lieutenant, Second
Lieutenant

(Same as above)

Chief Warrant Officer,
Warrant Officer

(Seme as above)

¢ F.J,Q nak 7 ) 4 p—Ye
(Post office a ss of
organization and station)

(5 o vt Cg::.. o (.‘“':"'U-‘o-) ?

{ Master Sergeant, Sergeant
Major, Sergeant First
Class, Platoon Sergeant,
Technical Sergeant, Staff
Sergeant, Sergeant

Corporal (8ame as above)

# Include eppropriate ZIP Code Nurber #4th each address.

A B ks B

Salutetion and
c::mplimentar!ﬂ_closa

Tt

Reverend Sir: (formal)
Dear Bishop (surnawme):
(informal)
Sincerely yours,

Dear Chaplain (surname):
Sincerely yours, :

Dear General (surname):
Sincerely yours,

~Dear Colonel (surname):

Sincerely yours,

Dear Major (surname)s
Sincerely yours,

Dear Captain (surname):
Sincerely yours,

Dear Lieutenant (surnswe):

Sincerely yours,

P Siioerely yours,

Dear Sergeant (surnsme):
Sincerely yours,

Dear Corporal (surneme):

Sincerely yours,

.
xE
Lome 9‘;(
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Addresgee
g S tosp s e ™

Specialist, classes 4 to 9

Private First Class, Private

Recruit

Airman First Class, Alrman
Second Class, Airman Third

Class, Basic Alrman
Retired Officer

b. Kavy, Coast Guard

Admiral, Vice Admiral,
Rear Adwiral

Commodore

Captain

(_:omander

Lieutenant Cowmander, Lieu-

tenant, Lieutenant (Jg),
Ensign, Chief Warrant
Officer, enlisted man

Retired officer

% Include appropriate ZIP Code Numder with each address.

-XERO ¢

Address on letter-

(same asa‘bove)

. (Same as ‘above)

(Same as above) |

(Full renk) (full name)
(abbreviation of
service designationm),
Retired

‘(Local address)

(Full rank) (full name)
(abbreviation of _
service designation)

(Post office address of

organization and station)

(Same as ebove)
(8ame as above)
(Same as sbove)

(Sawe as above)

(Pull rank) (full neme)

(avbreviation of service

designation), Retired

(Local address

83

Salutetion end
Couplimentary Close

Dear Specialist (sﬁ:’-namé): '

Sincerely yours,

- Dear Private (surname):

Sincerely yours,

Dear Recruit (aurﬁame):
Sincerely yours,

Dear Airmen (surname):
Sincerely yours,

Dear (rank) (surname):
Sincerely yours,

Dear Admiral (swurname):
Sincerely yours,

Dear Commodore (swm): .

Sincerely yours,

Dear Captain (surname):
Sincerely yours,

Dear Commander (surname):
Sincerely yours,

Dear Mr. (surname):
Sincerely yours,

Dear (rank) (swrnewme):
Sincerely yours,

e

{ XERO:

T —
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Addressee

m—————
c. Service Academy Meubers

Army or Coast GuardRCadet
Navy,\lu.dshipman

Alr roreei\Air Cadet

16. CORPORATIONS, COMPANIES,

A.compaxw or a corporation

A fefleration

49
‘¥f. PRIVATE cTTIZENS

President of a university
or college (with doctoral
degree)

President of a university
or college (without
doctoral degree)

Dean of a school (with
doctoral degree

Dean of a school {without
doctoral degree)

# Include appropriate ZIP Code Number with each address.

L,
XERO .

.""'""ﬂcopv m‘

Address on letter
* " and Envelope®

- g o

: Cadet (full name)

(Local address)

mashipma.n (full name)

(Local address)

Air Cedet (full name)

(Local address)
AND FEDERATIONS

(Nawe of company or
corporation)
(Local address)

?lame of official)
Title), (nawe of
federation)
(Local address)

Dr. (full nawe)

President, (name of
institution)

(Local address)

Mr. (full nsme) _

President, (name of
institution)

(Local address)

Dr. (full name)

Dean, School of (nawe)
Nawe of institution)

Local address)

Desn (full nawme
Setool of (name

(Kzwe of institution)

(1ccal address)

8k

Salutation and
coomplimentary Close

Dear Cadet (surname):
Sincerely yours, _

Dear Midshipman (surname):
Sincerely yours, '

Dear Air Cadet (surnawe):
Sincerely yours

Gentlemen (or 8irs):
Sincerely yours,

Dear Mr. (surname):
Sincerely yours,

Dear Dr. (surname):
Sincerely yours,

Dear Mr. (surnawe):
Sincerely yours,

Dear Dr. (surpame):
Sincerely yours,

Dear Dean (surname)
Sincerely yours,

Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6
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Addressee

Professor (with doctoral
degree)

Professor (without
doctoral degree)

Asgociate Professor or
Asgigtant Professor

Physiclan

Lawyer
One individual

Two :I.nd:lv:l.duals

N“"‘c éd_},,l J wv-“‘

" Three or four individuals

e
. XERO

. ﬂ:;g:gh

ﬂCOP_Y
|

Address on Letter.
“and Envelope *

L Rt T T

Dr. or Professor (full

Department of (name)
Nawe of institution)
Local address)

Professor (full nawe)
Departuent of (nawe)
ill‘ame of institution)
Local address)

Mr. (full name)

Associate (or Assistant)
Professor

Department of (name)
Name of institution)
Local address)

(Full name), M.D.
(Local address)

_Mr. (full nawme)
Attorney at lLaw
(Local address)

Mr. (m:. nﬂme)
Mrs. (full name
Miss (full name

Mr. anl Mrs. (ru11 name)
name_ >
7Me,ggg5 .;JJ!RM«
full name
M:lsa full name

Mr. (full nawe)

_.Hessrs. (surmmsj

Mesdawes (surnames)

Misses (full names) or
(given nawes and sur--
rawe) or The Misses
(surname)

. ‘A
* Include appropriate ZIP Code Number i‘!;th—each address.

85

P
XERO-

coPY a

Salutation and.
00mplimentnry c:l.ose

Dear Dr. (surnme) or
Dear Professor (su.rname)

Sincerely yours ’

Dear Professor (surname):
Sincerely yours,

Dear Professor (surname):
Sincerely yours,

Dear Dr. (surnesme):
Sincerely yours,

_Dear Mr. (surname):

Sincerely yours,

/.’ :T//f‘: oY "\:

Dear Mr. (surnsme) ‘} 1. '
Dear Mrs. (surnawe) (R

Dear Miss (surname) =~ \wf;f'-;,v‘
et VK adean” Ll

Dear Mr. and Mrs. (surnswe):
Dear Mr. (surname)and
Mr. (surname):
Dear Mrs. (surname) and
Miss (surnsme):
Dear Mrs. (surname) and
Mr. (surname):
5.»-:«»\.(’-:; lﬁe—u\—v,
Gentlemen: or Sirs:
Mesdames:

Dear Misses (surnames)
or (surname):

5 ,,..¢w£7 7W°
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R Ecoi:}s A9 CORRESPORDENCE BANTBUOK... f  HEB T0-3
: . ‘",,&,‘..-DA' TI N 6
: CPAPTEKElﬁAsssmm)m ronwmmsfomsmmmz

. 41. ASSEMBLING CORRESPONDENCE

5\[\;:0/"" a., Final responéibility for the correct assembly of correspondence rests
e e,

_%&LM with the originator. (fee 22) \Correspondence correctly assembhﬁ)

S Syt

’. &/ Mﬁ,}u‘ 3l includes the following items, as appropriate, in the sequence indi- _
'c W - . .
:: &"ffﬁ% gwi ctels > _ BSOS
o T o | Fomn b1 A T
e (1) ) Transuittal or routing slip; '\Routing and Record Sheet, or,\Con-
e R : b4
o ‘-‘D‘&%’ ¥ trol and Cover Sheet, as appropriate.
e . ' 7\) T
f&w\v‘ " (2) Brief for the Divector or Deputy Director of Central Intelligence,
' if requireds™ L/ VN\S-¢ oty en io g,/ef\ M’*;}("-”h“ ‘ .
i n -~
\$ ' ket e i
(3) Originel and eourt.e? eopy, if any, clipped together.) (On ex- i
ternal correspondence protectnortginal with thin tissue), / 41'
. . - \«.‘: v
(4) Addressed franked or plain envelope, as appropriate, for the
rml'.i'? g '!'/En Pﬂi‘ﬂyz) :
J
original and eourtesy copy, with,\postage- attached if required (cer 8
) Mé'f’“-“‘-c",-\--'f»—L - __,._K;:,_(‘M 5 L
] .
(5) Information coples for addressees outside CIA, with sddressed ’
Feirvmea 231 ._,—.\I
envelopes and completed /tpoa*bego—sﬂps attached, if required. \
i - bt Stbenyyy
‘ (6) Informstion copies, o5 concurring officials’ copienA for dis-
tribution within the Agency, with addressed routing slips stapled to ths
(7)  official file copy (yellow tissue).
% .
w5y o - """"M';""“Mmr”"'ggéé. S _ ?
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.7
auw£ ,'.t.) '

(8) Originel incoming correspondenee'\ enclosures, etc., and any other
‘waterisl to be attached to the official file copy as part of _'bha orf:le:la_l_'
file on the eorrespondence._ '

(9) Extra copy (or copiel) for the Director or Deputy Director of . -
'D:M b
: Cen'l:ral Intelligence. If the sign:l.ng official is either the’%gl orp‘

T M@_ and the official file copy is to be retained at either of these levels,
FEN T prepare an additicnal e;:py on plain vhite tissue. However, if the officiel -
R ] e
[ file copy of correspondence is to be retained at another level, prepare tho
kextra copies on plain white tissue for the DCI or DDCI.

o ke e
Lo (10) Alphabetical Fame Index copy (plain pink tissue) if an alpha- QTP— 5
betical cross-file is desired. - ';::{:Pg\qu
y B
y q“«:"« "ﬁ? (11) Return copy (if desired) with addressed routing slip for its ac""ﬂ-':\%' i
:,; "-‘__.,':, L“?.,_ilrretm. |
r;"ﬁ oty

';,,”'?""l-'\J !"’."‘?)I (12) Reference waterial for return to reference sources.

.“;’* f ‘_Fﬁ\?i‘. . ! w of I
- P’-J‘i s . ‘}.-. ST - .
o PRy 4y (13) "Hold Back” copy (1f destred). el e
ST S '\L Y -\JJ"") W J._ \.-".\.y
# ;'.‘__.‘-_;"'" : YL ‘\,p‘.. i de T
P b. In addition to the foregoing: . T 4‘.:"9)1/ : .
. — A
ead- cepd - : A . Loy %i Jé
(1) The original and jopies] of each Top Seeret: document shall be 2 o ~
g T U i . "\3 L 3
covered ‘by a(Control ard Cover Sh%— _’) ) Tclf Scc.n.:! ) PR A«S’\&: e
b Feovm— ¢ —r\:_”(, -'.'.? ’)j ?f_?
< (2) A emputeaAmumm Receipt ui.u be attached to each ori.g:l.nal - A%
R 25 wi st
or copy requiring a receipt in accordance with Mﬂ%ﬁe&wﬂyﬂe&- Y
cidationss -
87
| Ag‘gé‘k’! ———!-15529}-—-—1 ’ 'r.r-: 15%&3!—‘ " _ ﬁé
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el

(3) Copies for distribution withtn the Agency wi3X be désignated by .

a chaok mark beside the office designations %ﬁhﬂh& under "Distribution.”
e Ié—f“ ‘("f"l"&
Mbuttornr copies %5 within an office and—oueh—aAmeans of 1n-

dicating distribution is adequate for routing] routing slips need not be :
—Hrat :
attached to the coples.

(k) Enclosures shall be attached by clips to the original or copies
transwitting them. '

| .-;:a Mﬁ'm& .Sgw E:LCL\ c.fr??

}f-fﬁ?—'w (5) Gas (:m'b];r refere D ta'bs'\ﬁ-n be attached vhenever their use will
expedite the review and approval of correspondence., DCI signature tabs

should not be attached 1;llgffice of origin; Ff'hef will be ettached in

/|
_ o/ncI.

(6) The completed assembly should include all necessary routing sli:ps, P

envelopes, receipts, and postage slips, properly completed and attached to Al ¥ J

z7.pa l.‘b-’:-'-"{( ' I
“ﬂo jid . material. per o .;.;I. .".-.:‘P\.

(7) Material shall be fastened together --ith paper elips and made
a part of the completed assembly_'by spring cips, if necessery. Staples
should be used with discretion, consideration being given to the amount
and type of hendling the correspondence may receivs.

(8) ¢ 11: is anticipated that eorrespondenee will receive consider-
able handl:lng, a backing sheet of bond paper or heavier stock should be
attached to protect the dack pages.

o hn,

csp"h - -Hs%':'é;.—...}-- — F"—'”“&

Y|
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[-;2.. FORWARDING CORRESPONLENCE

a. Asseubled correspondence de rorwe d through channels preseribed
v\htuM"

b
\v“"‘fﬁ' by directives :I.asue t off:l.ce levele

. orrespondence for the signature
Y

be forwarded through chennels to the Executive Registry. Only transmittal
#RI0-25
wedla complyinﬁ:ith the security requirements of. R

-Reguhtiem—v‘ﬁﬁbe used.

b.

w_ .

Envelopes used in rorwerdin_g correspondence and other waterial within
the Agency shall be eealed by the gumming on envelope flaps. Scotch tape

Alan .
or staples wiil not be used to seal envelopes. The NultL-Furposs-envelipes

413 S ~shall be. used. ‘wherever'possibhmmemeomiemeeimu ‘be~inserted-
& 65 §

~ ;»‘J { within the.pogket attached to-the-outside.of the. envelops and will-serve™
L “_pv/ as the-address-lsbel~—In-addition, exbreme care should be exercised when

L J" XU J"FF‘

courier receipts ard other slips are stapled to envelopes containmg\

r-"

_ 39_1‘1_91_‘_19_1- Material should be free for removal and should nct be dameged
by the penetration of staples.

89

of elther the Director or Deputy Director of Central Intelligence ﬁﬂpﬂm

XERO
ﬂf.‘OPY | . N
*

ﬂc"’Y V""’ T T e S """'Fr——‘ cosva- ——

L :.:;'
%1 .
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CC.2LETED ASSEISLY

Bing with clips rather -
taar staples.

L~

(%) ence 1s prepared for
L R eLOFE 5 signature of either =
TING AND RECORD, omc. » | | the DCI or DDCI.
_'"'1' Forn 610 ;). COURTESY ] -
 LJRTZOL AXD COVER i/
' JZIET Form 26 / (5)| ENVELOPES |
| (&) (| (8)
BRIEF FOR TEE DCI OR DDCI |
ORIGINAL AND COURTESY
|_COPY, CLIPPED TOGETHER J[
10
| INFORMATTON COPIES FORr ( )__ .
RESSEES OUTSIDE CIA ()
SFORMATION CCPZ: FOR -
TRIBUTION WITRIN CIA 09

LRI TORLERCE ~-FARDBOOK <

COMPONERTS OF THE ASSEMBLY :

CIA-RDP74-00005R000200150001-6

4 BB 7C-3
o83~ .

Numbers in parentheoses

denote sequerce of
arrangenent of file.

Denotes requirément
only if correspond-

-OFFICIAL FILE COPY

(Yellow Tissue) o (13)' '
| ORIGINAL TNCOMING :
CORRESPOXTINCE 7 '

77 | EXTRA COPY {OR COPIES) FOR
‘. | pcT or pocr

(Pink cross-file, if desired)

RETURN COPY (If desired)

REFERENCE MATERIAL FOR
RETURN TO REFERENCE SOURGES -

y
! l T |
P | t
S
o - '
i lEnveropss] — s one)
it i -
! ! -Q REFERENCE
- , TABS
b — _ i
e —|
.,4",-".: ~ : Sahf, M 90

qf‘OPY [ o B

mea .Assembly of%Cvrnﬁ—&f

o o ———. e i s -a-—-—r——ﬂcopya

ﬂCOPY

""HOLD BACK" COPY

oemcatiSTR (12 desired)

Place envelopes vertiéally ‘behind
originsl (and courtesy capy iZ there
of outgoing corresponience.

-\f-C(\QA—-C.O y :_ .

.
3
r
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¥ ,_5\3 :_—jammsmmmmmmmcmomm
- o.« FORM 163, .
-&-Amrmm TABJ

; ~Ihis form,is an 1nva1uab1e aid to officials remwing comspondence. Iﬁ
is mrticlﬂ.arly helpful when correspondence is bulky or is o be revimd
. . for concurrence or approval by several orrieiah. _

ornuAl.'
FILE
COPY: -

mmmm.mmw _ ' ' ' A EB70-3 -

R A e

i} " CONCUR
’ TVACUdV '
' OFFICIAL .
! FILE .
27 g SOFY
| PR IR A
—-h ¥ :
! i O ) M
i [T ] .. 't
R |
Figmt 13'L> (Prsn. e ng a}c‘g I
Reference ta'bs are desigmd t‘or repeated use. They .are attaehe '
paper clips &s shown. These ta'ha are avaﬂa‘ble at Building Supply Rooms. b
- R
_.I " ) B | h
i ) . : |
R 1 S
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- CORRESPORDENCE HANIBOOK _ HB T0-3

1963
b.4. Gazoerer mady\poeg 460, )

This :m,{lé'fds in expediting the routing and yrocessing of correspondence
vhenever other than routine handling is required. The tag 1is coloredy~-
size 3" x 13", and is reusable. _ '

S .-I
l.
|

:F;a,«nf 2y FM/\L, 160 ?Aw-ngo; («JU'“)

| |

b :

; !

i

- !

: "'.’,' ;
[}

o i
Soad oo 1 1
' ]

1

i

92 .

EXR)
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EB 70-3
1963

This slip is used for transmitting correspondence and other material -
within ﬁsadquarhers vhen only one addressee per document is involved. -

T ORI S T L R R R T e
H . . . . . - FEE . . o
, .

. | TRANSMITTAL SLIP
i1 TOr

' S" ROOM NO. BUILDING -

REMARKS:

T
I N T A
et fige sedt s - P

™
BRI L R TR Vv,
=

e -
e e 4

PR N

FFRROM:

ROOM NO. [ BULDING . EXTENSION

FORYE MO . REPLACES FORM %-8 1P 139445
{ " 1FEBES 241 - WHICH ! mra:én. | mTonas @
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CORRESPONIENCE HANTBOOK s ' | HB 70-3.'. -
o - : - 1963 -

A.}. @ncm. ROUTING SLIP{ FORM,237, _
Correspondence or other materisl routed in consecutive order to two or'_morp

,’wymdu-pa#&e- in Headquarters is transmitted by an Official Routing S5lip.

i

f SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM
T UNCLASSIFIED | | CONFIDENTIAL | | SECRET

' CENTRAL INTELLIGENCE AGENCY .
- OFFICIAL ROUTING SLIP -

i TO NAME AND ADDRESS" . DATE INITIALS

- ome sl

e T A ik

-

)
PEECEEERS SR I SV OUI PR CPRIE I A B AL FETCPIBELV RIS e AP SR

WL R A

ACTICN e E DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH ~ ‘1 ' | RECOMMENRDATION
CORHCERT L " {ALE RETURA
CONCURRENZE - .~ | INFORMATION SIGNATURE

Remarks:

T A L P Y e S

il T e o

. ymeie e

i W3 RSN T AT AT e i w3 ik wdon

i
i
i
@ .--* K .
g
i

LS : . FOLD HERE TO RETURN TO SENDER
F CF ok FIROM: NAME, ADDRESS AND PHONE Wi). : DAE

R T TS .

[ UNCLASSIFIFED - 1 !: CONFIDENTIAL ' > SECRET | v..
. T .- ; . [ZO
mzn:“!lw' 237 Use prmo'qs oditions 9h U.5 GOVEINMENT R:1" ING OTFICE : 1961 O—507282 . ":

I A i i T

% e 2 XERQ - S Eenians SRR
o, : A S : TSI SN AN L ST e XEROQ Loz e = 1,
ﬂf\’”"g ) ﬁconv ol by F "1 eqs‘,’a

R T
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CORRECE OXIZNCE EAKDBOOK. EB..70=3_ .

m - St
e d. @Em COFTROLFORM,238 . o |

f\A )
& si:.-p’rt forﬁ'ia aasigned to provide intracffice wall coa-
T el *‘:.::: +he volumd of correspondence justifies using control weasures.
Gererslly other traacmittal or routing slips ere umnnecessary when this
_ fora is used.

FORu NOu REPLACZS FORM 388 . .
rpee BB DOCUMENT CONTROL 13402 R
. J'szc. €L.] ORIGIN o ) CONTROL NO.~ —""-- '

AR v

D:Ts' OF DOC.| DATE REC'D DATE OUT SUSPENSE DATE | CROSS REFERENCE OR
i . POINT OF FILING

TO
FROM .
suzJ.

ROUTING - | DATF

1

ST - .

i H t ..
- ™ [ ’ n
- 1 -

3 t

LI

— . " ) . l;.

COURIER NO. ANSWERED NO REPLY o i-
S '-1'«'1'. TReoER TS S R TIR boaliiy Rt 7 WS it A R O B R S R
TR, . A T e iy r FORRE N o

| S P ' 't NCE OR
COURIER NO. ANSWERED 'i NO REPLY . ! R
P {

E OR| .
G

coumza NO. _ [ ANSWERED " T NO REPLY
!

T

ANSWERED

....... ."-__, e B - . ——f

. ANSWERED NO REFLY . K ! i
. B . = !

Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6



Approved For Release 2007/03/01 : CIA-RDP74-00005R000200150001-6

; ' - B 70-3

l fé@mmmmcmsmﬁ PORM 610,

| . The extent of review and concurrence in offices through which correspond-
/ :‘(""’M 31 pass is often)ialefintbe—Thevefore;—ror—aorresporience vl more
sion should be made for extended routinga.! Tha
Routing and Record Sheet serves this purpose, sia-eddibion,-i% provides

space for aﬁed-comente,and serves 68 a préectiva covering over the .

or:lg:lnal.
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. . DATE ] . . i . ' : m
LodE _
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RECEVED | FORWARDED : _ i
: i
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' A i ¥ A : i §
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 CORRESPOMIENCE HANTEOOK HB 70-3
' 1963

The use of this foru is wandatory. It shall be used as a cover sheet for

+ @]l eorrespondence classified Jop Smez, and to record the nawe of each
person who sees the docuwent. A Fornm 26 is prepared and attached to each
copy of g.:gp Secret correspondenee transmitted vithin the Agency.

TOP SECRET

UHICLASSITIED when blank — 7T 0F SECRET when attached {c Top Secret Documernt — Autorantically downgraced
to SEORET when fiiled in foom 15 decached from confrolled document.

CONTROL AND COVER SHEET FOR TOP SECRET ROCULENT

DOCUMENT DESCRIPTICGN : REGISTRY I
SOURCE - CIA CuNTROL NO. .

poc. No, : ) DATE ICCUMENT RECEIVED '

DAC. DATE i
CorY NO. - LOGGER BY

NUMSLR OF PAGES M
MUMBER GF ATTACHMENTS:®

ATTENTION: This form will te placed on ‘op of and atiached to each Top Sceret document received by iie Ceatral Intelligence Ajg-rey
cr clessificd Top Scerel within the CIA and wil! remain altached to the docurient until such time ot 1t iz downgraded, destroyed. 4~
tra:nsmitted outside of ClA. Acce.s ir Top Secret matler i3 limited to Top Secret Control personnel and lhose mdividuels whose ¢ 17!
ducicr relate to the matter. Top Jeaxre! Curtrol Cfficers who receive and/or releace the atlucliced Top Srievet ma'erigl will sign this (=7 *;
and indicate period of eustody in the icft-iand columns provided. Eacl indlvidual who sces the Top See2rve document will sign amd i

&

Liec teate the date of handling in the rivni-hard coiumnas.

mLF *‘! 5 Tol RECE IVED RELEASED SNEY 3Y .
TiIME DATE TIME SIGNATURE OFFICE/DIY. [

L
=
-
m

!
trFIat H SIGNATLRE

SRS WU SV W S -
1
i
:
|

!
"

S B—

v - AR S S Ay — -
*E OF LUTACHMENT: “Wiea thi 3 cCeteched 'rom Top Sserer motor-al it shall? b complele” {2t the appropriate spacer ... ;
pemnitied 1o Ceniral Ten Raer:i Conrol fo- rrcord.

l:')V\NCRALr P LESTROYLD LISPATCHLD (OUTSIDE CIA) .

-~ - S s - phathod s e 1

T3 i 8y (Signarure) re ,
! S P

Ly, 3ignes it Are) i FI'NESSED 2v {(Signature) BY (Sign.-turse) N

E_____ ] S ;

“GPFICE DATE | or : . | oate OFFICE | DATE 1

) . .

. ! | P
‘upm !
350 28 ure erevious £21TroNs. TOP OECRET . cac) i
OIS PR ISR GO S TP SO e e BT I

< | Franar 10/20'\“1.1\ )JCM scur*,.vTue ‘vtcuf'D: r97 - . . | - >
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CORRESPONDENCE HANDBOCK _ ' HB 70-3

1963
. (Commr mECEIPT AND zoe mcm

LN

All envelopes or paclmges cont ining waterial classified CORFIDENTIAL and A

o~ above, and transmitted betwee ldings witbia or outside CIA, eve custom- - +0° . L
Q\ &"{ arily accounted for by Courier Recéipts. Receipts are prepared 1n__a’n,_,../ i

original and two copies. Copylene is inserted pocket,oF securely <

'i ttached tojenvelope or package without thout,window pocket. Copies 2 and 3 _
fpmvixurﬂﬂ.&am 1ogging information for use b’ﬁorigimtor and recipient. When log _

' ﬁeopv r\

data has been added to the Cowrier Receipt, copy 3 shall be inserted in-
side the package t0 be delivered to the addressee. -Fhe copy ’gy3 becomes
. the log record in the receiving office.

FROM .. . : . . c 4 5 95
[ i
; mﬁwvryﬂ'u l*"' S - . . TYPE OF MATERIAL
gt : TO: - ENVELOPE (8)
PACKAGE (8)
OTHER

ORIGINATOR: DO NOT COMPLETE THIS COPY BELOW THIS LINE. REMOVE THIS COPY
IF LOG DATA 18 TO BE ADDED ON COPIES 2 AND 3. INSERT ONLY THIS COPY IN THE

. WINDOW POCKET, OR ATTACH SECURELY TO INVII-OP! OR PACKAGE WITHOUT A
WINDOW POCKET.

SIGNATURE OF RECIPIENT (NOT INITIALS) DATE AND TIME OF RECKIFT
COURIER'S RECEIPT I 1.
rggg . 240 USEDPI‘;IEOVINgU' . ; (R4-23)

| COURIER RECEIPT AND LOG RECORD

e e ———y, . s errma g ey SPERIY AT s e P e e Y WACEEMTUE PoRT WLLLNY TS SRR e g S

- - . PIEVY A
F Hpng LY, Tepfite 3‘7’0) C—ru-ﬁ-ﬂfm.--. [29--(_,AT‘ { s L’&, .:'{. e
'-Is'em—eWr-(‘p'mk-)-ds---used« for-traasmitting-Top. Secret-material.

98 .

-

. . e g
s g - S R

: {
Ve EROL - - - —.- ISR TR AL XERO.. .. .. - 7
+ e e e e 10 S B = BT ﬁCOPV P—vj EEEEE i ‘r—-"‘*"‘ coP yn - p c
' . . . _
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| | L ‘
L .
o M N ) B ' SICXATURES
QOURNITRE 33 Symbol Hacelpt No. 7 s0m pvrma
TQUIENT COURIERS
BIRIL zz" : SURSTQUART COURERS | e | Tom
25 THIS DATE
P %
PoSEER
Lo 3.
i TYFR OF MATERIAL .
!
P t [ searen rovarorr 5
; +' [ sxarxp racxaae ) L3
[ roceso Man BAG 1.
.
v CERTIFICATION CF GOOD CONDITION a
h SIGHATURES CONSTITUTE CORMTICATION TIZAT MATENIAL INDICATES HERZON 1S W .
Ly CEIVED IN GCOD CONDITION USILISS OTERWIES HOTED L5 77 {77 & THIS RECETPT ECHIET
! U1 SIGNATURE OF ORIGINAL COURIZR. [Pickup Date Fickup Ttme BY (Siguaturs) Date | Time
{ . |
P |
Fosm N Form 240a. 3 A d Y2060~ 25-33
vgl. Bng 5 :'G' 2’03 “:E;Tcn:bnnp: 83 ea L oo ’ . = 1ol . - 1 ¢ )
Pt e ch . o e - e e mde % v Rofhesmiteee s S Ciohr aie Glama dltods e Rlann Ko gt ke el A b s utees AR IS 19
R S .
i Symbol Acewipt No. ek
; " ¥y !
! o { N s ,—9
} e THIS DATE {4 o )
; - H )A’ /":w L
H TEIM -~ -

TUFE OF MATERIAL

.'D SEALED ENVELOZE '
[ searep pacxace
[ ook Man p3as

- AL MGATION OF GOOD CONBITION

TR CROTHUCKUON ' EAT MATTRIAL INDICATID HERZON IE RE-
o PO ULLISI OTH IRVISE HOTRD OF BACR OF TF'D LRC3NT

SIGNLURTE OO

r‘copvﬁ T ALt T gt A —am e = P

CUIVIT 31 SO0 =
1. SIGNATURS OF CRIGIN AL OUT il’ickﬂp Bale Fickuep Time

. _’_ i - .

£ Hee. Dagla r Z403, 1 58 ap . E 10—25»—. ar) |

f‘:"-:"“ﬁ za‘j"“" ::EIJT1 r:h;u o’bm.:ﬁ- A B I TR T A T SR S

s Lot FUNNEY IR PRI PR PE R O 0 i amaes o8y mwat s deona s
4 a Coumnionda (Less:fiet "’m f[f-f T
F-’ unr 3 ’ ?'—L-M\« 240 2, C
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HB 70-3
1963

A Document Receipt is required for all correspondence classifizd SECRET
Ita us P;.s optional for SECRET correspondence

transmitted outside CIA.
transmitted within the Agency and

\CONFIDENTIAL waterial forwverded out-

side,CEAn Document Receipts are preyared in an original and one copy.
The original is transmitted with the correspondence; the copy ie retained
by the sender until the original bearing the recipient's signature is

_ returned. The copy is then destroyed.

CENTRAL INTELLIGENCE AGENCY NOTICE TO RECIPIENT COURIER REC. NO. DATE SENT
DOCUMENT RECEIPT Sign and Return as Shown on Reverse Side :
SENDER OF DOCUMENT(S) ROOM BLDG. DATE DcJJ_M!NT(Sl SENT
DESCRIPTION OF DOCUMENT(S) SENT
CIA NO. DOCUMENT DATE COPIES DOCUMENT TITLE ATTACHMENTS CLASS
- RECIPIENT
ADDRESS OF RECIPIENT SIGNATURE (ACKNOWLEDGING RECEIPT OF ABOVE DOCUMENT(S))
OFFICE DATE OF RECEIPT

IH] 6] 5 USE PREVIOUS EDITIONS

Figurt 32 (frent) ! Formm 615

.TO: CIA RECIPIENT

Documint Rocelst

Place signed receipt in outgomg messenger box for return to sender of documenf .
fhrough agency messenger service, -

TO: NON-CIA RECIPIENT

Place signed receipt in envelope and transmit to:

=

-, " CENTRAL INTELLIGENCE AGENCY
*< . 2430 E STREET NW.
WASHINGTON 25, D.C. Stop 64

=L-'-

e 22 Gok): Forn b5, D

}
;
%

-

4

] XERO

e 9

"'""1

bt 4

COFYH ma
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CORRESPONDENCE FANDBOOK . HB 70-3
. R 1963
/l—{ @-“_&'ﬁ_‘*—% FoRu 239 Wf«w—)

bgz Mﬂgeﬂ:!;: shall be completed and attached to eacH piece of correspond- . {o
_ 'B.' .. ence which will requ clalpostage OF hanalingy [Envelopes and labels) €7 _.,
Ik we Which bear the penslty indieis way require addit ] postage for special “""‘,.,'r a
| ";“ type services.] In-ecwpleting-bie—Skin, 1mlicat5“ of mailing serv- T~ "b’
: ice desired, and 111 4in each pertinent space except the box marked ‘1_'?;___‘ .
~ - Use-by’Central Mail Cnly." ZIn-e=ddtvien, is D0 NOT METER! .

for security reasons the postage should not be affixed by & & postage & meter)‘fyp reu? l «)\

t single E&tﬂ@&-ﬂi&p—my be used to cover a group of letters.if

each letter in the group requires only first class postage. For

such cases, type the word "various” in the addressee box on Form . :
239, followed by the nurber of addressees '.I.n parenthesas, Attach i
a l:ls'bimg of these addressees. e

LY

9 Al T T e e e T Cn g
Fooken AT 11 ve Foquired when the origloator of registered corres- ) . .. "
pondence desires a Retwrn Recei:pt Cerd for Registered Mail, Post Office LS

. il Fos S e

i‘fa‘ﬁ.’&“& BE REQUEST FOR POSTAGE ' - pY
REQUIRED SERVICES ¥

D FIRST CLASS . D FAFCEL PCST D OTHER (EXPLAIN FULLY)
D AIR MAIL D TiLM OR 300K R\Ta.

D SFECIAL, DELIVERY D INSURFD (vaLue _____)

E] REGISTERED D SFECIAL HANDLING

-_] RETURN RECEIPT® ' E DILIVER TC ADD-IESSEE ONLY"
A% SIL ALE ONLY ON REGISTERED AND !NSURED AL

|
’ ’ LEn ISR .

' CENTRAL MAIL ONLY
‘} AnORESS DISPATCHED
. ;i DATR TINE CLERK

i =

CRiZFHATING DFF]
1ATING DFFICE POSTAGE AFFIXED

QA ' EXTENSION Yy

7 “ 7 ;,9 Utse previous editlons

3 23 R u‘",ﬁw Pecdoas
Z)u 23 thm ‘J e \ '0‘9/(

¥

.
P XERD L .. . « e b L .
T ST EpTr— CQPVA - - 4
R ¥ .o E iy
s , !

et

. .
SxEROL T TN s
m':opr 7
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FTRUCTIONS 70 DELIVERING TRPLOTE ]

[“'l Lirliver GNLY to Show address where
- adulrﬁsrc

delivered
( Additional haryes regrired for these services) l

e s et o en)

PR Aot S LR R
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Foplley e
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A e
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C Ry v
Y

P A T

wu&w + DD'Q""'W?Z

T

: RECEHPT -
- Teceived the rumbered arricie described on other side.

n Bx, SICMATIIZ OR NAME OF ADD; ESSEE (munt olwoys be filled inj .
:. ) '5.'_ X .
o ¥
! - ¥
¢ a8 | IEE OF ADURERSETS AGENT, I ANY T T :
i i

] P ;
Ly 4
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